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1. PERSOhWL ADMINISTRATION 

1.1 USE AND REVISION OF PERSOhWJL POLICIES HANDBOOK 

This Handbook is designed to provide you with idormation about working conhtions, 
employee benefits, and some of the policies affecting your employment. You should 
read, understand, and comply with all provisions of the handbook. It describes many of 
your responsibhties as an employee and outlines the programs developed by -hhami 
County to benefit our employees. One of om objectives is to provide a work 
en~lironment that is zonducive to both personal and professional gi-owfb 

Nothing in t b s  Handbook is intended to in any sense constitute a contract of employment 
or an expectation of continued employment. lvLiami County is an "-4t-MTill" smployer, 
which rnEans the Employee ma) resign at any time and the Employer may discharge an 
Employee at any time with or wthout cause. This Hmdbool; is not a conrracr of 
employment. 

These policies and procedures apply to all Miami County employees, except when in 
codhct  with special employment conditions set forth for elected officials or when in 
conflict with statutes governing employment relationslxps. 

No employee handbook can anticipate every circumstance or question about policy. As 
the county continues to grow, the need may arise to change policies described in the 
Handbook. Miami County, therefore, reserves the right to revise, supplement, or rescind 
any policies or porhon of the Handbook from time to h e  as it deems appropriate, in its 
sole and absolute discretion. Employees will be notified of such changes as they occur. 

-4ithough ws belicve the descriptive materials contained in this Handboolc are accurate, 
some sections, such as insurance, are only summaries. Any discrepancies between these 
summaries and the terns of the actual plans will be governed by the terns of the 
underlying, more detailed policies and procedures. 

mami County does not discriminate on'the basis of race, color, gender, national origin, 
religion, age or disability in employment or in the provision of services. 

,4Ll position vacancy notices, poshngs, advertisements, and recruiting literature shaU 
contain the phrase "An Equal Opportunity Employer." 

,4ny employee with questions or concems about my  type of'&scrimination in the 
workplace shall bring thsse issues to the attention of h s h e r  elected official/depamnent 
bead. Employees may rase  concems and make reports without fear of reprisal. Anyone 



found to be enga,&g in any type of unlawful discrimination will be subject to 
disciplinary action which could result in termination of employment. 

1.3 MANAGEMENT RIGHTS 

The County, as a public employer, retains the sole and exclusive responsibility and 
authority to manage and direct its worEorce on behalf of the public, and to conduct the 
operations and activities of the County to the full extent authorized by law. 

The "County" shall be defined to mean the Miami Counry Board of County 
Commissioners, the Miami County Council, the Elected Officials of mami County, 
Agency and Department heads actmg individually or in conjunction with each other 
within the areas of responsibility assimed to said individuals or as dehed  by applicable 
statute, constitutional provision, ordinance, case law or resolution. 

1.4 DRTITGFREE WOWL-ACE 

Dmg and alcohol use is hghly detrimental to the safety and producti~lty of employees in 
the work place. No employee may be under the vlfluence of any illegal dnlg or alcohol 
while in the work place, while on duty, or whle operating a vehicle or equipment owned 
or leased by the county. 

The County shall maintain a drug-free work place in accordance mlth the Drug-Free 
Work Place Act of 1988, md State of hdiana Drug-Free Workplace Executive Order 
No. 90-5 of 1990. Failure to comply with this law could jeopardize government funds 
received by the colmty. The unlawful manufacture, possession, &stribdon, transfer, 
purchase, sale, use or being under the influence of alcoholic beverages or illegal drugs 
while on the employer's property, while attending business-related activities, while on 
duty, or while operating a vehicle or machme leased or owned by the County is strictly 
prohibited. When appropriate, the county may refer the employee to approved 
counseling or rehabilitation pro grams. 

,4ny employee while on official County business, or when serving as a representative of 
the County, who is convicted of a drug-related crime while in that capacity, must notify 
the County within five days of the conviction. 

The County is required to noti@ the appropriate government-fundmg agency within ten 
days of the conviction. Appropriate personnel action, including possible discipline, up to 
and including termination, andlor participation in a drug abuse assistance or 
rehabiLitation program, may result after notice of the conviction is received. 

The Couutywill determine on a case-bj7-case basis whether assistance will be provided to 
employees whose hedth or performance is at risk of deterioration. Employees may use 



physician-prescribed medications, provided the use of such drugs does not adversely 
affect job performance or the safety of the employee or other individuals in the work 
place. 

Employees may keep prescription drugs on County premises when prescribed by a 
medical physician. Employees may keep over-the-counter medications on county 
premises as needed. Employees holding safety-sensitive positions shall norify their 
elected officiaVdepartment head of such over-the-counter medications and prescriptions 
drugs, whch may impair judgment in the performance of job duties and responsibilities. 

1.4.1 DRUG TESTING 

The County is committed to providing a safe, efficient, and producuve work environment 
for all employees. In keeping with this commitment, employees and job applicants mall 
be asked to provide body substance samples (e.g., blood, urine, saliva, hair or other body 
substances) to detemine the prohibited use of alcohol or controlled substmces, 
includmg, without limitation, marijuana, cocaine, opiates, amphetamines, barbiturates, 
and phencyclidine(PCP). The County will attempt to protect the coniidentiality of all 
drug test results. 

1.4.2 FEDER4L MOTOR C A R T E R  SL4FETY R E G U L A T I O N S J S ~ T Y - S E I \ T S I T ~  
POSITIONS DRUG _4ND ALCOHOL POLICY 

It is the policy of the County to comply with and abide by all laws and regulations 
have been established by part 382-CONTROLLED SUBSTANCES AND ALCOHOL 
USE AND TESTING of the Federal Motor Carrier Safety Re,gdations, U.S. Department 
of Transportation@OT), Federal Highway Administration QTJXTA). In complying with 
these regulations, the Corn@ hereby institutes a comprehensive controllzd substance and 
alcohol teshng, training and record keeping program for employees in positions that have 
been classified as safety sensitive. In accordance with DOT/FHW-A regulations, included 
in this classification of safety-sensitive positions are all positions, which require an 
employee to operate a commercial motor vehicle andlor hold a commercial driver's 
license. 

Information and training concerning the specific provisions of this policy will be 
provided to all employees and supervisors of employees holdmg safety provisions 
contained within, are on file in department and may be reviewed upon request. 

1.5 SEXUAL H4RASSMENT 

Everyone who works for the County is entitled to a workplace free from sexual 
harassment and intimidation. The County is committed to providing a work environment 



that is itee of any type of discrimination or unlawful harassment. The County prohbits 
any form of sexual harassment and will take corrective action against offenders, 
includmg discipline andlor discharge. 

Any request for sexual favors and/or any otber verbal or physical conduct of a sexual 
nature between employees in the workplace, or during job-related contacts with cinzens 
or persons outside County employment, constitute sexual harassment and are prohibited, 
such as: 

A. Unwelcome sexual advances 

B . Physical or verbal conduct of a sexual nature, or $ o h g  that is sex-oriented and 
considered unacceptable by another hdividual. T h s  includes commentkg about an 
individual's body or appearance where such comments go beyond mere courtesy, telling 
"duty jokes" that ase cleasly unwanted and considered offensive to others, or any other 
tasteless sexually-oriented comments or astiom that offend oa&ers. 

C. Any verbal or non-verbal communication expressing or implying that participation in 
sexual contact is a condition of employment, promotion or preferential beatment. 

D. Conduct with sexual implication that has the purpose or the effect of interfering ~ t h  
work performance or creating an intimidaring, hostile, or offensive work environment is 
considered sexual harassment. 

Any employee who experiences sexual harassment should contact hisher electcd 
officialtdepartment head immediately. If unresolved, or In the event the harassment is 
alleged against the elected officialidepartment head, the employee should go to the 
Health Office P a s e  or the Tvieteran Servic=: Officer who will report to the County 
Commissioners. An employee may raise the issue at any time. However, the best time to 
regster a complaint is immediately after the act occurs. An employee's job will not, in 
any way, be threatened by truthfully reporting any acts of sexual harassment as described 
above. 

1.6 AMERICANS WITH DISARILITIES -4CT (ADA) 

It is the policy of the County that qualified inhviduals with disabilities not be excluded 
from participation in or benefit from the services, programs or activities of the County. It 
is the of the County not to discriminate against a qualified individual with a 
disability in: job application procedures; the f i g ,  advancement or discharge of 
employees; employee compensation; job training, and other terms, conditions and 
privileges of employment. It is the intent of the County to comply with all applicable 
requirements of the Americans with Disabilities Act(,4DA4). 



1.7 AUTHORIZED ALIEN STATUS _AND CITIZENSHIP 
Verification of Employm eiz f Eligibility. 

All applicants must cooperate with the County in its compliance with the h g a t i o n  
Reform and Control Act of 1986, as amended. Applicants who refuse to supply the 
documentation necessary to prove they are American citizens or aliens authorized to 
work in tlus country will not be considered for employment. The 1-9 Form must be 
completed by all Employees and retained by the County as required by law. 

1.8 BLOODBORNE PATHOGENS 

The Occupational Safety and Health Administration (OSHA) has determined that certain 
employees in the worlcplace face a sifificant risk to bloodbome pathogens. To ensure 
that County employees are aware of occupational exposure to bloodborne pathogens, the 
County has developed an exposure control plan to minimize or eliminate employee 
contact with human blood or other bodily fluid which may contain bloodborne 
pathogens, such as hepatitis B virus and HN. This control plan is available for use by all 
County employees and is located in the County Health Office. 



2. EMPLOI'TMENT POLICIES 

2.1 EMPLOIlMENT APPLICATIONS 

,411 applicants are required to complete and sign a County application ("Application"), as 
well as any other forms required for statistical purposes or deemed necessary to process 
the -Application. The Apphcation shall be maintained by the elected officials and 
department heads. The Application shall request only the ~nformation necessary for 
rational decision-making and only questions specifically related to occupational 
standards. 

All applicants must complete the Application in its entirety, providing any requested 
~nformation in its entirety and accounting for periods of employment and unemployment. 
The elected officialidepamnent head may screen applicants and conduct tesring relsvant 
to the skills needed to effectively complete "bc duties of Lhe position. 

The County relies on the accuracy of mfomation on the -4pplication, as wd1 as other 
data presented throughout the h g  process and employment. The County does reserve 
the right to have the Mami County Sheriff conduct a background check of any applicant 
who files an application. Any misrepresentation, falsifications, or matcnal omissions in 
any of this information or data may result in the County's exclusion of the individual 
from further consideration for employment, or, If the person has been hired, termination 
of employment. 

2.2 E m L O ' 5 m x T  REFERENCE CR-ECI(S 

To ensue that individuals who are employed by the County are well qualified and have a 
strong potential to be productive and succ~ssful, it is the policy of the County to check 
the employment references of all applicants. Information regardmg this procedure is 
contained in the "Employment History m d  Work Experience" section of the C o m ~ ' s  
Employmat Application. 

2.3 EMPLOYEE MEDICAL EXANPINATIONS 

To help ensure that employees are able to perform their duties safely, medical 
examinations may be required. 

,mer a conditional offer of employment has h e n  extended, certain designated positions 
may require an applicant to undergo a medical examination by a health professional of 
the County's choice, at the County's expense. Information on an employee's medical 
condition or hstory shall be sent to the elected official or deparrment head and will be 
kept in a cordidential file that is separate from other employee mformation. Access to 



ths  infomation will be limited to the elected officialldepartrnent head of the employee. 

It is the intent of the County to clarify the deh t i ons  of employment status, so 
employees understand their employment status and benefit eligibility. 

Each employee is designated as NON-EXUVlFT O R  EXEMPT from federal and state 
wage and hour laws. 

NON-EXEMPT employees, whether hourly or salaried, are entitled to o v e r h e  pa11 
under the specific provisions of federal and state laws. 

E m M P T  employees are excluded from specific provisions of federal and state wage 
and hour laws. 

In adhtion, each employee will belong to one of the following employment categories: 

FULL-TIME employees are those who are not in a part-me, temporary or probationary 
status and who are regularly scheduled to work the County's full-rime schedule of thuty; 
five (35) hours per week or more for twenty-six (26) weeks consecutively, or a seasonal 
worker working one thousand five hundred hours (1 500) or more per year. Generally, 
they are eligible for the County's benefir package, subject to the terms, conditions, and 
limitations of each benefit program. 

P-4RT-TIME employees are those who are not assigned to a full-time, temporary or 
probationv status and who are not generally scheduled to work the County's full-time 
schedule. However, part-time employees may be required to work additional hours based 
on staffing and business needs of the CofinmtJ:. Part-time employees retain that status until 
expressly nok6ed of a change. Whle  part-time employees do receive all legally 
mandated benefits (such as worker's compensation and social security benefits), they are 
ineligible for the entire County's benefit programs. 

PROBATIONmY employees are those whose performance is being evaluated to 
determine whether further employment in a specific position or with the County is 
appropriate. All employees shall be probationary employees for their initial six months 
of employment. -4t the snd of their initial six months of employment, they shall cease to 
be probationary employees, unless their probationary status is extended by their elected 
officialldepartment head. 

TEMPORARY employees are those who are hired as interim replacements, to 
temporarily supplement the work force, or to assist in the completion of a specific 
project. Employment assignments in this category are of a k t e d  duration and may be 
up to or exceed forty(40) hours during a worlweek. Employment beyond any initially 



stated period does not in any way imply a change in employment status. Temporary 
employees retain that status until notified of a change in writing. Mhle temporary 
employees receive all legally mandated benefits (such as worker's compensation and 
social security), they are ineligible for the Entire County's benefit programs. 

2.5 PEFSONAL INFORMATION C M - G E S  

Personal mailing addresses, telephone numbers, number and names of dependents, 
changes in marital status, individuals to be contacted m the event of an emergency, 
educational accomplishments, and other such personal information should be accurate 
and current. Any unreported changes in personal status may impact eligibility under the 
County's benefit plan. It is h e  employee's responsibility to convey personal lnfomation 
in written form to the ,4uditors office and elected officialldepartment head. 

2.6 ORIENTATIONEXIT INTERT'IEWS 

A representative of .the BOC (in Auditors office) shall conduct an informal orientation to 
familiarize a new employee with the County, and shall provide the new employee with a 
copy of the Miami County Personnel Policies Handbook. 

Upon termination of the employment relationship with an employee, an exit i n t e ~ e ~ ~  
. with the employee shall be conducted by a representative of the Board of Commissioners. 

2.7 PROB-4TIONARY PERIOD 

All employees, regardless of status, will serve a probationary or provisional period within 
their job. This period will not be less than ninety (90) days. Part-time employees will 
normally serve a probationary period twice as long as ml-time employees. 

During the provisional period the employee's progress will be monitored and helshe will 
be advised regarding work proficiencies and deficiencies. Termination and/or transfer 
action may be taken at any point during this period without recourse to the appeal or 
hearing process. An employee performance evaluation will be filed prior to the 
completion of this period. 

The terms and conditions of employment prescribed herein apply to all County 
zmployees regardless of their appointment status. Certain b enefirs, however, are 
cxtended only to full-time employees. 



2.8 NEPOTISM 

It shall be the policy of Miami County to discourage the working together of spouses, 
pasentlchildren, brothers andlor sisters; usually in the same department, under the same 
supervisor. 

One such relative shall not serve as the supervisor for another immedate relative no; 
shall one report directly to another, in any event. 

The usual and standard practice shall be to avoid nepotism, unless peculiar qualifica~ions 
make the hiring of relatives not only justifiable but sound management of Miami County 
as an Equal OpportUTllty Employer. 

Temporary and seasonal employment are not covered by this section, 

2.9 RESIDENCY 

Recruitment of personnel shall not be limited only to those applicants who reside within 
a a m i  County. All other quahfications being equal, county residents will receive fist 
consideration. However, upon hiring, the out-of-county employee z v  be required to 
establish residence w i b  the county. 

2.10 REOVESTS FOR LMFORMATION 

In the event, any person with written consent of an employee contacts the Comity: the 
Auditor shall release information regarding their position, hire date and wages. The 
elected official/department head shall release information regardmg the employee's job 
performance, attendance and work habits. 

For employment reference checks requested by other employers of past or current County 
employees, the County will respond in writing only to those reference inquiries that are 
submitted in writing. Responses to such inquiries will codinn only dates of 
employment, wage rates, and position(s) held. Employees and former employees shall be 
provided copies of past performance records upon request; and must acknowledge receipt 
of the records in writing. 



3.1 WORKHOURS 

County offices and departments shall observe the hours of work designated by the head 
administrative or elected officer of that department. Work hous  for every department 
must be established, however, md understood by the affected employees. 

Generally speaking, the Courthouse will be open £rom 8:00 a.m. until 4:00 p.m. Ccrtam 
offices may need to observe earlier opening hours and later closing hours in order to 
better serve the public. In such instances, employees will be d o m e d  as to departmental 
policy upon employment, or as such needs evolve. 

Lunch breaks m i l l  b e  up to one (1) hour In length and scheduled at the discretion of the 
elected officizl/deparhnent head. Employees shall be relieved of all duties and be free to 
leave their posts during their lunch. 

The County will not accept xn employee worlang eight (8) hours during the 8:00 a.m. tc 
4:00 p.m. work day. L m c h  breaks should be staggered. No County office with wo or 
more employees (includmg the office holder or department head) is authorized to close 
its doors during the lunch breals. 

Two fifteen (1 5 )  minute break periods are allowed, provided that only one is used per 
half day, before and after lunch periods. Break periods ar: not to be used for late 
arrivals, extended lunch or for early dismissals, and are to be taken in a manner that is not 
disruptive to department work operations. 

Elected officialsldepartment heads will advise employees of the tunes rheir schedules 
will normally begin and end. Staffing needs and operational demands may necessitate 
variations in starting and endmg times, as well as variations in the total hours that may be 
scheduled each day and week. 

The normal work pattern for full-time employees, except in designat~d departments, shall 
be seven (7) hours for a normal day's work, and tiYrty-five (35) hours for a normal 
week's work to be qompleted in five (5) days, Monday through Friday. Each elected 
officidYdepartment head will have an opporhrnity to establish a flexible begbaing and 
e n h g  time for bs or her department's workday. See Flextime below. 



3.1.1 FLEXTIME 

Scheduling is available in some cases to allow employees to vary their starring and 
ending times each day between 6:00 a.m. and 9:00 p.m. Lfflextime is allowed, 
employees should consult their elected officialldepartment head for implementation of 
the program. 

iU1 employees are expected to arrive on time for work and are not to depart prior to 
re,darly scheduled quitting time. _ h j J  depasture from tkis policy will require prior 
permission by the employee's supervisor. 

lf an employee will unavoidably be either tardy or absent, it is hslher responsibility to 
notify supervisory personnel as soon as it is evident. This normally occurs before tl~e 
start of the employee's shift or work day. Unreported and excessive tardiness will result 
in disciphary action. 

Supervisors are to keep records of all employee tardiness and absence. These records 
should include whether the absence/tardiness was reported prior to occurrence. 

Employees unavoidably late or absent must notify their supervisors of the circumstances 
as soon as possible. Any employee tardy without prior notification, three (3) days in any 
month or then ten (10) days in any six (6) month period, will receive a letter of warning 
which will remain in hisfher personnel file. The employee shall have had at least one (1) 
prior oral warning before this action is taken. 

Further tasdmess within the same period will result in the employee's suspension from 
work, without pay, for up to five (5) days. 

Any employee absent without notification may receive a letter of warning the first h e  
and may be suspended the second time t h s  occurs within a one (1) month period. Ths 
suspension will be for a period not to exceed five (5) days and shall be without pay. ~ n y  
further unauthorized absence may result in dismissal. 

3.2 COMPENSATION 

All wages are determined by the County Council and passed as a S a l q  Ord-inance each 
year. 

,411 persons hired to fill a part-time position shall be employed at the lowest part-time 
hourly/common labor rate as established by the County Council for that year, further they 
shall serve a probationary period in accordance with the Personnel Policy. During the 



probationary time the hourlylcommon labor wage may be increased only to the highest 
houly/common labor wage approved by C o ~ n t y  Council. 

No employee shall receive more than the hghest  hourly/common labor wage prior to fie 
end of their probationary period. 

3.3 OVERTIME A 4 D m S T R A T I O N  

All County employees and all County offices and departments shall observe the hours of 
work designated by the head a h s t r a t i v e  officer or the elected official of that 
department. Tbe work hours of all departments shall be set by the Board of Counv 
Commissioners and approved by the County Council. Work hours of each depatment 
must be established and understood by the affected employees. Any and all overtime 
will be worked only at supervisory request or with supervisory approval. Overtime must 
occur outside the 8:OO an. to 4 9 0  p.m., five (5) days per week, normal work schedule. 
Overtime will be compensated pursuant to the Federal Fair Labor Standards Act. 

Overtime is deiined as any t i m e  worked in excess of forty (40) hours. It is  to be 
scheduled, approved, and used with supervisory approval. Employees will be granted 
one and one-half (1 %) hours for every one (1) h o u  of overtime after they have worked 
forty (40) hours during their regular work week. The scheduhg, approval, and use of 
compensatory time off, with supervisory approval, shall occur w i h  not more than one 
hundred twenty (120) days from the tune it i s  earned, so long as its use does not unduly 

,- dsrupt the County's operations. 

3.4 COkPENS_b,Tr3RY TIM33 POLICY 

Employees will receive compensatory time off in lieu of monetary overtime 
compensation in accordance with Section 7(0) of the Fair Standards Act, and the terms of 
tb_ls agreement. This agreement is an express condition of employment. 

Compensatory time off will be earned at a rate of one and one-half (1 1/2)hours for each 
hour actually worked over forty (40) in the employee's established workweek. An 
employee may accumulate up to eighty (8 0) hours of compensatory time off, and an 
employee will receive monetary overbme compensation for overtime hours actually 
worked which would cause the accumulation to exceed eighty (80) hours. 

An employee may use earned compensatory time off with the approval of the supervisor. 
If it is not possible to approve the particular compensatory time off that has been 
requested; time off will be grmted within a reasonableperiod, normally w i t h  one 
hundred and twenty (120) days, unless the requested time off would unduly disrupt 
operations. An employee will receive compensation based on the regular pay rate in 
effect when the compensatory time off is actually taken. 



Miami County may elect to substitute monetary overtime pay for earned compensatory 
time off, either at the time overtime is actually worked or in any later period. Monetary 
overtrne compensation will be based on the regular pay rate at the time of payment. 

Miami County may also elect to apply earned compensatory time off to hours you have 
missed due to personal absence, short workweeks, layoffs, or leaves of absence, 
&cludmg medical leaves if not covered by (paid sick daysidisability payietc.). In periods 
of slack work, it may be necessary to schedule time off, to which earned compensatory 
time off will be applied. 

In the event an employee leaves employment for any reason, they will be paid for earned 
compensatory time off at the final regular rate of pay, or the average rate duIlng the 
three years of employment, whichever is hgher. 

Either the employee or Miami County may terminate this employment relationshp at 
any time and for any reason. In such a case, final compensation will be provided for all 
work actually performed on or before the next re,dar pay date following termination. 

3.5 WAGE POLICY 

Violations of the sick leave and/or vacation policy of the County shall be penalized as 
follows: 

a. Unauthorized time away from work shall be subtracted from existing leave time in the 
following order: accrued compensatory time, sick days, vacation days, and personal 
days. 

b. If an employee has no existing leave time as described above, unauthorized time from 
work shall be docked from hs/her wages on an hourly basis. 

3.6 TIMEKEEPING 

Federal and state laws require the County to keep an accurate record of time worlced h 
order to calculate employees pay and benefits. "Time worked" is all time actually spent 
on the job performing assigned duties. 

Every employee is responsible for accurately recording time worked. Employees should 
accurately record the time they begin and end their work, and the time they begin and end 
any split shift or departure from work for personal reasons. Overtime work must always 
be approved before it is performed. 



Employees shall record the use of sick leave, personal leave, vacation leave, Family and 
Medical leave or any other type of approved leave on their time records. Failure to 
record the leave in any status may result in the employee not being paid for the leave. 

Tampering, altering, and/or falsifying time records, and recording time on -mother 
employee's time record shall result in disciplinary action up to and including discharge. - 

Paydays shall be bi-weekly. Paychecks may be obtained from the Auditor's office 
beginning at 8:00 a.m. on payday. 

3.S P,45' CORRECTIONS 

The County takes all reasonable steps to ensure that employees receive the correct 
amount of pay in each paycheck and that employees are paid promptly on the scheduled 
payday. In the unlikely event there is an error h the amount of pay, the elected 
officialld~artment head should promptly bring the discrepancy to the attention of the 
Payroll Deputy in the -Auditor's office so corrections can be made as quickly as possible. 

3.9 PAY DEDUCTIONS 

The County is legally required to make certain deductions from each employee's 
paycheck, including federal, state and local income taxes. The County rnusr also deduct 
social security taxes on each e-mploy~e's ei~mings, up to 2 specified h t  called the social 
security "age base." The County matches the amount of social security taxes paid by 
each employee. 

The County offers programs and benefits beyond those required by law. Eligible 
employees may voluntarily authorize deductions from their paychecks to cover costs to 
parkicipate in these programs. 

Questions concerning paycheck deductions andlor methods of calculation sho.uld be 
chected to the Payroll Deputy in the Auditor's office. 

3.1 0 E M P L O l ! I \ I ' T  TERMINATION 

Since employment with the County is AT-WILL and based on mutual consent, both the 
employee and County have th:: right to terminate employment at any time, with or 
without cause. 



Ternination of employment is an inevitable part of personnel activity w i t h  any 
organization, and many of the reasons for termination are routine, Below are exampies of 
some of the most common circumstances under whch  employment is terminated: 

Resignation: Employees who decide to resign their employment status with the 
County are asked to provide their supervisor adequate notice. For the purpose of 
this policy statement, such notice shall mean at least two (2) weeks. This allorn~s 
for time to select and train a replacement. 

Discharge: Dismissal or discharge is the ultrmate form of disciplinary action. 
Generally all other avenues of corrective or remedial measures should be 
exhausted before resorting to permanent removal through dismissal. The County 
reserves the right, however, to consider individual circumstances in deciding 
appropriate disciplinary measures and may discharge an employee at any time 
when, in the County's opinion, circumstances warrant. 

Persistent failure to comply with standards of performance andlor conduct will 
result in dismissal, and employees do need appraisal of this. There are, 
futhermore, lnfiactions of a serious enough magnitude to require immehate 
dismissal. 

Layoff: Circumstances beyond the conb-01 of either the County or its employees 
could arise that make a reduction in the u~orkforce necessaq. Such reductions 
ma)! be necessitated by budget limitations, seasonal employment, weather 
conditions or other simiiar occurrences. 

Terminations of this kind will be classified as layoffs and understood that they 
occur through no fault of the affected employee. Layoffs will occur accordmg 10 
the following schedule: performance hstory; length of senrice with the 
department; length of service w i k  that specific job; or another similar 
predetermined schedule accepted by the Board of Commissioners. 

Retirement: Voluntary employment termination initiated by the employee 
meeting County retirement criteria, such as age and length of service. 

The C o w  schedules exit interviews at the time of employment termination to afford an 
opportunity to discuss such issues as employee benefits, conversion privileges, 
repayment of outstanhg debts to the County, or return of County-owned property. 
Suggestions, complaints and questions may also be expressed. Exit interviews may be 
scheduled with the representative of the Board of Commissioners. 



Employees will receive their final pay in accordance with applicable state law. 
Employee benefits will be affected by employment termination in the following m m c r :  

All accrued, vested benefits that are due and payable at termination %ill be pad.  Some 
benefits may be conhued at the employee's expense if the employee chooses. The 
employee will be notified in wridng to the benefits that may be continued and of the 
tzrms, conditions, and limitations of such continuance. An employee's t e h a t i o n  date 
shall always be the last day worked. An employee's termination date may not be 
extended to include accmed and/or unused paid or unpaid time off (e.g., sick days). 

3.1 1 RETIRN OF COUNTY PROPERTY 

Empioyces are responsible for all property, materials, or written mformation issued to 
them or in their possession or conlzo!. Enployees on or before tlleir last day of work 
must return all property. Where permitted by law, the County may withhold from an 
emyloyee's paycheck the cost of any items rhat arc not rzturned as required. The County 
may also take all action deemed appropriate to recover or protect its pronerty. 



4. EMPLOYEE BENEFITS 

The County ~rovides  a wide range of  benefits to eligible employees. Programs such as 
social security, worker's compensation, and unemployment insurance cover all 
employees in the manner prescribed by  law. Eligibility for additional benefits depends on 
a variety of factors, many of which are described elsewhere in this handbook. 

4.1 VACATION BENEFITS 

To be eligible for Vacation Leave, an employee must be employed fiill-time as described 
in Section 2.4 Emplovment Status. The employee will be entitled to vacation with pay 
based on length of service, from date of hire forward. Full- time employees shall take 
Vacation Leave as indicated in the schedule below: 

Length of Service 
After 6 months to 1 year 

1 year through 10 years 
1 1 years through 15 years 
16 years through 30 years 
21 years through 25 years 
26 years through 30 years (cap) 

Vacation Leave 
5 days 

I 0 days 
15 days 
30 days 
25 days 
One (1) additional day per year 
of service not to exceed 30. days 

- ,  vacation time camoi accumu!a:e from yezr 13 year, excep: t'nar, !*fir:.! consen1 of the 
department head, vacation time may be  used in the immediately following year. All 
vacations shall be scheduled and approved by each employee's respective department 
head. 

4.2 PERSOSAL DAYS 

Each employee shall be entitled to two (2) days per year, with pay. Personal days are 
designated for use to conduct personal business which cannot be taken care of outside of 
normal working hours. Personal days may NOT be accumulated from year to year. 

Amended Sept. 19, 2005 



4.3 HOLIDAYS 

The schedule of hoiidays will be determined by the Miami County Board of 
commissioners. Although Commissioners may designate other holidays, the County 
typically recognizes the following holidays: 

New Years Day Labor Day 
Martin Luther King Veterans Day 
Presidents' Day Thanksgiving Day 
Memorial Day Day after Thanksgiving 
Independence Day Chnstnias Day 

Primary and General Election days will also be observed as holidays in an election year, 

For a paid holiday (one sc desipated by 3~ Board of Commissioners) that falls during 
an employee vacation leave, a like period of time will be added to that employee's 
vacation time. 

The Board of Commissioners reserves the right to declare days off 10 substitute holidays 
%at fall on Saturday or Sunday. An employee absent ~ i t h o ~ i  authorization on the day 
precedmg andlor following a holiday will not receive compensation for the holiday. Any 
employee whose vacation period includes a holiday shall have an addtional day to 
observe of hisher choosing. Miami County Courthouse office and ths County Highway 
garage and o a c e s  will be closed to observe the major holidays of the year. Fu l l -be  
employees will be paid their regular pay for those days that are designated by the Board 
of County Commissioners as "Bolidays". To receive holiday pay for the designated time 
off on the designated holidays, the employee must n7orl; his or her regular schedule on 
the day before and the day after the holiday. 

4.4 SICK LEAVE POLICY 

Sick leave is a privilege granted to an employee as a protection in case of injury or illness 
to that employee. 

1. ELIGIBILITY 
A. Must be a full-tlme employee 
B. No sick leave time is earned nor given during the &st six (6) months of 

employment. 

a. SICK PAY SCHEDULE 
A. After SLY (6) months employment, sick leave urill accumulate at the rate 

of six (6) days per year. 

B. Unused sick leave may accumulate from year to year not to exceed a total 
of thnty (30) days. 



For the above stated period of time, any employee will receive full pay for time lost 
during regular working days. 

Sick leave may be granted for the following reasons: 
1. Injury or illness of the employee. 
2. To avoid jeopardizing the health of other employees 
3. Injury or illness of an emergency narure within the Immehate family that 
requires the employee to be away from work. 
4. Pregancy 

No compensation will be paid for unused sick leave days, and sick leave days ma). not be 
added to vacation time. 

Employees are expected to notify their supen7isor of their absence, due to sickness or 
injury, during the f i s t  hour of the day of absence. On any conhnued absence, the 
supenisor should be kept informed as to the condition of the employee and the probable 
date of return to work. The employee will be required to provide the supervisor with a 
physician's statement before returning to work for any absence from work of three (3) or 
more consecutive days. 

4.5 FAMILY -4.W MEDICAL LEAVE 

Purpose: To establish procedures for authorizing leaves of absence to employees b,c ause 
of the birth or placement of a child for adoption, or because of a serious health condition 
of the employee or the employee's child, parent or spouse. 

Child: A biological, adopted or foster child, stepchild, legal ward or child for whom the 
employee has day-to-day responsibility for care and h m c i a i  support. (*) 

Parent: A biological or adopted parent or other person who had day-to-day responsibility 
for care and financial support of the employee when helshe was a child. In-laws do not 
qualify. 

Serious Health Condition: Illness, injury, i rnpahen t  or physical or mental condition 
involving in-patient care or continuing medically necessary treatment by a health care 
provider. (*") 

FMLA: The ~ a m i 1 ~ ' a . d  Medical Leave Act of 1993. 

Eligibility: Employees may request and shall receive an unpaid leave of absence, 
intermittent leave or a modified work schedule for their own serious illness or to care for 
a spouse, child or parent who has a serious illness and is dependent upon the employee 
for care. For an employee to be eligible for medical leave, helshe must have been 



employed by the County for at least one year and must have worked 1,250 hours witsn 
the previous 12-month period. 

Employees may request and shall receive an unpaid leave of absence in conjunction with 
the birth or placement of a chld with the employee for adoption or foster care. 
Employees may request, subject to the approval of the elected official/departrnent head, a 
modified work schedule or intermittent leave following the birth or placement of a chld 
pith the employee. Leaves or schedule modifications must conclude with in twelve (12) 
months after the birth or placement of the child with the employee. 

" A child over eighteen (1 8) qualifies if the child is unable, due to mental or physical 
disability, to provide for hrsher own care. 

** A period of incapacity of three (3) consecutive calendar days or less is not normally 
covered unless the incapacity is caused by a condition that was previously co~srcd;  m 
cpisodic chronic conhtion (e.g., asthma, epilepsy, ciiabetes); or pregnancy! 

In addition to leave under this policy, employees may also be entitled to accrued paid 
leave, workers' compensation, short and long term disability andor coverage under the 
,4rnericans with Disabilzties Act. In such cases, absences will also be charged against the 
employee's family!medical leave entitlement. 

Notice: Whenever possible, the employee shall provide notice of at least fifteen (15) 
-), work days of herhis intent to take such leave, and the dates and expected duration of fie 

leave. 

The elected oL%cialidepartment head must notify an employee when leave is to be 
charged as familyimedical leave. 

The elected officialideparhnent head shall provide the employee a leave notice when 
designating family!me~cal leave (appendix A). If the notice is not provided, no action 
can be taktn against the employee for failure to comply with the requkements contained 
in the notice. 

Absences may not be retroactively designated as familylmedical leave unless the elected 
officialldepartment head does not become aware of the reason until after the leave has 
begun, or the elected officialldepartment head fails to properly designate the leave, the 
em~loyee is entitled to the benefits of this policy, but the absence will not be charged 
against the employee's familylmedical leave entitlement. 

Verification: The employee shall provide certification of the birth or placement of a 
child. For medical leave a Cerhfication of Health Care Provider may be required and 
must be provided if the employee is abssnt five (5) or more days (,4ppendix E). When 
leave is foreseeable, the employee should provide the certification prior to leave. 



As soon as practical after receiving notice of the need for an do re seen  familylmedical 
leave, the appointing authority must provide the employee written notice which inhcates 
whether medical certification will be required, (Appendix A). If the leave has already 
begun, the notice may be mailed to the employee. If practicable, the employee must 
provide medical certification with fifteen (15) calendar days. The employee shall be 
provided a reasonable opportuzllty to correct any problems with the certification. 

Lf h e  electedldepartment head questions the valihty of the employee's medical 
certificate, the appointmg authority may require the employee to obtain a second opinion 
from a provider designated by the elected officiddepartrnent head. The second opinion 
may no-t be obtained fi-om a provider who is employed by or regularly conuacts with the 
County. If the opinions differ, the appointing authority shall provide the employee a list 
of two (2) or more specialist in the appropriate filed. The employee shall select fiom the 
list a third health care provider whose opinion shall be final and binding. Both the 
second and third opinions shall be at the County's expense. Pending resolution of the 
dispute, the employee shall be provisionally entitled to familyimedical leave. The 
elected officiaYdepartment head may request recertification of medical conditions under 
certain circumstances (Appendix C). If the employee fails to provide recertification with 
fifteen (15) days, when it is practicable to do so, additional family/medical leave is at the 
employee's expense. No recertification of second or third opinions may be required. 

Scheduhg: When an intennittent leave or modified work schedule is medically 
necessary, the employee and the elected official/depastment head shall attempt to mange 
a schedule which meets the employee's needs without unduly disrupting the operations, 
subject to the approval of the health care provider. 

Use of intermittent leave or time off under a modified work schedule may be charged in 
increments of one hour. Where the employee uses accrued paid leave or cover the 
absence, it shall be charged against the employee's leave balance in increments of one 
hour. 

Duration: An employee may not take more than twelve (12) weeks of leave under this 
policy in any twelve months (12) month period. For this purpose, a rolling twelve (12) 
month period will be used, measured backward from the date leave is used. Where the 
employee uses intermittent leave or is granted a modfied work schedule, only the actual 
leave time will charged against the twelve (12) week Limit. 

Insurance Coverage: While on familylmedical leave, the employee shall be entitled to 
coverage under the County healthhision and life insurance on the same terms and 
conhtions in effect at the time leave began, provided the employee continues to pay the 
required employee share of the premium. 

Use of Accrued Paid Leaves: If asrailable and appropriate, employees requesting 
familylmedxal leave are required to use ten (10) days of available sick leave prior to 



receiving unpaid leave. Thereafter, the employee may choose to use appropriate accrued 
paid leave or unpaid leave. Use of paid leave shall be charged against the twelve (12) 
week h u t  provided under this policy. Employees who have exhausted the twelve (12) 
weeks of leave are not prohibited from using other appropriate accrued leave to whch 
they are entitled. 

Return from Leave: Employees returning to work from familyimedical leave shall be 
returned to the same or equivalent position from whch  they left. Employees are also 
entitled to be returned to the same shift or equivalent schedule. A return-to-work mzdical 
cenification is required when the employec has been absent for five ( 5 )  or more days. 
Miami County will consider an employee's hilure to report to work at the end of the 
leave period as an employee resignation. 

Non-discriznination: No employee may be &scrjminated against for their use of 
family/medical leave. Use of familyimedical leave cannot be considered as a negative 
factor in promotional md discip!ixaii decision: nor can h e  use of such leave be charged 
against an employee under an attendance policy. 

Record Keeping: All uses of paid and unpaid leave under t h s  policy must be recorded as 
family/medical leave on 'he employee's attendance report. _All written documentation 
pertaining to requests for or uses of fdly/medical  leave must be maintained for at least 
three (3) years. 

Posting: Pursuant to the FIXLA, copies of the attached notice must be posted Fn 
, conspicuous locations (Appendix D) 

.4.6 . .. NILITARJ! LEAVE 

Military leaves of absence are g a t e d  If an employee enlists, is inducted, or is recalled to 
active duty in the Anned Forces of the United States for a period not more than four(4) 
years @lus any involunta-ry extension for not more than onejl) year). Upon satisfactory 
completion of military s e ~ c e  and re-application with the County within ninety(9 0) days 
after being released fiom active duty, an employee me11 be reinstated to the same or 
comparable job to the one the employee left, assuming the employee is still qualified and 
circumstances have not changed to the extent it would be impossible or unreasonable to 
provide re- employment. 

I. Any employee who has military obligations through service in the National 
Guard or the active reserves of the Anned Forces of the United States, shall be 
compensated by the County for the difference of their military base pay to equal 
their normal Co mty pay. 



II. To receive such leave, the employee must present hisher notification papers 
to 
the supervisor or office holder as soon as they are received by the employee. 

I l l .  AAer fulfilling reserve or National Guard duties, the employee must report 
for work at the beginning of the next re,darly scheduled work day after any 
necessary travel time to return irom service. If delayed by factors beyond the 
employee's control, the employee must report to work within a reasonable time 
after fulfilling reserve or National Guard duties. 

4.7 BEREAVEMENT LEAVE 

I. Bereavement leave may be granted an employee for a death in the employee's 
immediate family. 

II. Bereavement leave with pay may be allowed for up to five(5) work days for 
the death of an employee's spouse, parent, brother, sister, grandparent, son, son- 
in-law, daughter, daughter-in-law, or grandchild of the employee, and parent, 
brother, sister, or chddren of the spouse. 

m. Bereavement leave of one(1) day may be granted for attendmg the funeral of 
other relative or fellow workers. 

IV. Time off without pay may be granted to attend funerals of family friends, at 
the discrerion of &e department head or supervisor. 

4.8 PERSONAL LE_4\IE 

Group insurance benefits will continue wble an employee is on personal leave; however? 
when in a non-pay status, employees wiU be responsible for the timely payment of those 
insurance premiums that are normally deducted from gross pay. 

Additional time off, without pay, may be granted by the office holder, department head, 
or supenisor, providing such leave does not disrupt the operation of such office or 
department. Time off without pay will not earn vacation time. 



4.9 ;TORY DUTY 

Office holder may approve any absence from work, without loss of pay, for employee 
called to serve on a jury in any local, state or federal court. ,4 copy of the subpoena 
and/or a certificate of service must be presented to the office holder or supervisor. Court 
or "legal leave" does not apply to the employee who might be the defendant or 
plaintiff in any c o w  litigation. 

Pay received by the employee for service on a jury will be deducted £rom regular County 
pay. That is, the sum of the two (2j pays shall be no greater than the regular Comt~ '  pay 
afforded tne employee. Mileage or expense allowances for the above senice will not '2e 
considered as part of the pay received. 

4.10 BUSINESS TR4VEL & TRAn\SLNG 

Employees may be provided leave with pay for approved job-related training. Training 
leave requssts must be approved by the elested officiaUdepartment head prior to the 
intended departure. 

The elected official/departrnent head is responsible for authorizing all employee business 
travel and reimbursement of travel expenses, including overnight lodging, per day meal 
allovirances, mileage reimbursement, and related expenses . 

For State called and instructional and informational meetings recognized by the Board of 
Commissioners as valuable to the perfommce of an employee's duties, re&bursemellt 
for expenses of that training will be made as follows: 

1. Mileage from the Courthouse to the training site and back to the Courthouse at 
the established rate. 

2. Parkmg fees and tolls. 
3. Registration fees and materia! fees. 
3. Meal allowance of $25.00 per day. 
5. Actual lodging expense in a n  amount equal to the single room rate. 

Normally, out-of-state travel will not be approved for County employees. 

4.11 PUBLIC EMPLOYEE'S IIETIREMENT FUNDCPEFS) 

All full-time County employees, except Deputy Sheriffs who are covered under the 
Sheriff Retirement Pro gram, are covered by PEW, a retirement program established and 
maintained by the State of Indiana. P E W  pays benefits to covered workers or their 
dependents upon returement, death and, in certain cases, serious illness or injury. The 
employee contributes 3 % of bsher gross wage for deposit into an annuity savings 



account. The County contributes a percentage to the pension account. The amount the 
County contributes varies and is determined actuarially annually. The employee's 
contributions and accumulated interest credits are refundable when an employee 
terminates employment prior to being eligible for benefits. PERF'S Employer Financed 
Pension requires ten (10) years of service to become vested, and is paid by the Coun;r 
based on an employee's len,$h of employment, average salary, retirement option selectecrl 
and age at retirement. Questions concerning the program, should be directed to: Public 
Employees' Retirement Fund of hdiana, Harrison Building, Suite 800, 143 West Markel 
Street, Inbanapolis, IN 46204-2899;phone(888)526-1687. 

4.12 LONGEVITY PAY P L m T  

Salaried and hourly employees scheduled to work thvtJ;-five hours per week or more wi!.l 
be eligible for longevity pay upon completion of two years of employment. 

4.13 DEFERRED COMPENSATION 

The County offers a deferred compensation program to eligible employees. Employees 
interested in participating should contact the Payroll Deputy in the -4uditor's office. 

4.14 EMI'LOYEE INSURANCE 

The C o m q  provides a medical insurance program for full-time employees. The 
employee pays a bi-weekly portion of the cost as set by the Board of County 
Commissioners. Each employee shall receive an insurance handbook describing all 
benefits upon completion of the orientation interview. Group insurance benefits will 
conhue  while a employee is on disability leave; however, when in a non-pay status, 
employees will be responsible for the timely payment of these insurance premiums that 
are normally deducted from gross pay. 

Specific details regarding eligibility and coverage are available in the Aubtors office. 

The Federal Consolidated Omnibus Budget Reconciliation Act(C0BM) gives 
employees and their qualified beneficiaries the opportunity to contmue health insurance 
coverage under the employer's health plan when a "qualifymg event" would normally 
result in the loss of eligibility. Some common qualifyLng events are resignation, 
termination of employment, or death of an employee; a reduction in an employee's hours 
or a leave of absence; an employee's divorce or legal separation; and a dependent ckzld 
no longer meeting eligibility requirements. 



Under COBRA, rhe employee or beneficiary pays the full cost of coverage at the 
employer's group ratss plus, an a h s t r a t i o n  fee. 

The County provides each sligible employee with a written notice describing ri&ts 
granted under COBRA when the employee becomes eligible for coverage under- the 
employer's health insurance plan. The notice contains important information about the 
employee's rights and obligations. 

4.15.1 COVERAGE OF RETIREES 

M e r  September 1, 1997, the Employer shall provide to retired participants the 
opportuIllty to continue coverage under -;he Plan. This provision applies to each retlred 
participant whose retirement date is after September 1, 1997. 

The retired participant must meet each of the following requirements: 

a) He must have reached age 55 on or before his retirement date but will not be 
eligible for Medicare; and 
b) He must have completed 20 years of active senice with a public employer, 
10 years of which must have been completed immediately prior to his 

retirement date; and 
c) He allst  have completed at least 1 5 years of participation in the retirement 

plan of wbch he is a member on or before his retirement date. 

The retired participant must make a  itte ten request for the contlnuatim of coverage to 
the Employer within 90 days after his retirement date. The retiree premium conmbution 
shall be 50% of the premium cost of an individual employee's share of COBRA 
insurance coverage. The retired participant's coverage shall termhate herein upon the 
earlier of: 

a) The date the retired participant becomes eligible for Medicare, or; 
b) The date the Employer ceases to maintain the Plan. 

The spouse andor dependent children of the retiree are not eligible for continuation of 
coverage offered by the Flan. COBK4 shall be made available to these eligible 
dependents. 



SHORT-TERM DISABILITY 

The County provides a Weekly Accident a d  Illness Income Benefit to all full-rime 
employees. When an employee is unable to work due to a short-term disability or illness 

A .  

that is not subject to a workmen's compensation claim, and is able to retum to work, 'but 
only for performance of Lirmted duties, the employee may return to work upon provibg 
the following: 

1. A doctor's verification of the limited hsability. 
2. A detailed explanation ofwhat limited duties the employee is capable of 

performing . 
3. A doctor's statement estimating when the limited disability or illness is likely 

to terminate. The employee may only retum to work a d  perform limited duries after the 
employee has used all accrued sick time, vacation time, and personal time and provlded 
that there are currently h t e d  duties available to be performed whch would comply 
with all doctor's recommendations. The elected officialldepartment head shall have 
discretion to determine whether or not there is a limited duty position available within 
their department for any given employee to perform. The employee performFng h t e d  
duties due to short-term disability shall be paid at the same rate they were paid prior to 
the onset of the short-term disability or illness. 

4.17 WORKER'S COMPENS-ATION 

The County provides a comprehensive worker' s compensation insurance program at no 
cost to employees. This program covers any injury or illness sustained in the course of 
employment that requires medical, surgical, or hospital treabent. The County's 
worker's compensation program is subject to compensability requirements as follows: 

1. The injury or illness must arise out of employment. 
2. The injury or illness must occur during the course of employment. 
3. The injury or illness must have occur by accident or &oreseen event. 

Any employee who sustains a work-related injury or illness regardless of how minor 
shall lnform his or her elected officialldepartment head immediately. If t h s  injury or 
illness is emergent in nature the employee shall seek treatment at the emergency room. If 
the applicable injury or illness is non-emergent, each employee shall seek treatment as 
necessary. All elected officialsldepartment heads must notify the Auditor's Office 
immediately upon the injury or illness of any given employee under their direct 
supervision. Any employee u~ishmg to seek coverage under the County's Worker's 
compensation program must obtain and complete all applicable forms and return them to 
the hsurance deputy in the Miami County Auditor's office. 



a. First seven (7) days off work. 

If an employee is unable to work, and has completed all requested forms for 
worker's compensation. The County will pay the qualifying employee his or her regular 
salary for the first (1" day through the seventh (7") day the employee is off of work due 
to a qualifying injury. The employee shall receive compensation at the same rat= md 
amount as their position previously received for a normally scheduled workweek. After 
an employee has been off of work for a qualifqulg worker's cornpensanon injury for 
more than twenty-one and one-half (2 1 ?A) days and has received coIifirmation of 
Worker's Compensation coverage from the worker's compensation insurancs camer tne 
Worker's Compensation insurance carrier will pay the employee for the first (1" )day 
through there seventh (7" ) day off of work. The employee receiving payment horn the 
Worker's Compensation insurance camer for the first (lS?day through there seventh (7Lh ) 
day off of work, must upon receipt, pay all amounts received to -the County in 
reimbursement for the first (15?day through the seventh (7') day ofwork. All ~mployees 
applying for and receiving worker ' s compensation shall execute an agreement with 
Miami County agreehg to reimburse the county for payment of compensation for days 
one (1) through seven (7) upon receipt kolr  worker's compensation insurance. 
Execution of the afbrementioned agreement is a condition precedent to receipt of 
compensation for days one (1) through seven (7) off of work. 

b. Eight (8) days and forward off work. 

Worker's Compensation Insurance will pay benefits to the injured worker at the 
following rate: 

1, temporary total disability Sixty-six and two-thirds (66 and 2/3) pcrcent of the 
previous m - t w o  (52) week average gross wage the with a maximum weekly benefit of 
Five hundred, Eighty-eight Do!!ars, ($588.8@j. 

2. Temporary partial dxability Sixty six and two-thirds (66 and 2/3) percent of 
the dfference of the average gross wage and actual earnings of the employee up to a 
maximum wage of Eight hundred, eighty-two Dollars ($882.00). 

MEDICAL AND VISION INSURANCE. 

The County will pay a qualifying employee's share of all medical and vision 
insurance for the period the employee is away fiom work and receiving worker's 
compensation. 



EMPLO'b'EE'S SERVICE RECORDS. 

All Employee's Service Records shall be recorded with a W-C indicating the 
employee is off of work due to a qualifying worker's compensation injury. Any 
employee desiring a physcian's second opinion may obtain said opinion solely at the 
employee's expense. 

4.1 8 RE-EMPLOYMENT 

Former employees who leR County employment in good standmg may be considered for 
re-employment. Former employees who resigned without adequate notice or who were 
dismissed for cause will not be considered for re-employment. A previously terminated 
employee who is re-employed will be considered a new employee from the date of re- 
employment, unless break in service is less than 365 days, in whch case the employee 
shall retain accumulated longevity: however, benefits will not accrue for time away from 
County service. 

5. WORKtNG 'CONDITIONS 

5.1 SAFETY 

Establishment and maintenance of a safe work environment is the shared responsibility 
of the County and all employees. The County me11 take all reasonable steps to ensure a 
safe environment for employees, customers, and visitors and to ensure compliance with 
federal, state, and local safety re,dations. 

Employees shall obey safety rules and exercise caution in all work activities, and shall 
immediately report any unsafe conditions to the elected official/department head. 
Reports and concerns about workplace safety issues may be made without fear of 
reprisal. All employees are expected to correct unsafe conditions as promptly as 
possible. Employees who violate safety standards, who cause hazardous or dangerous 
situations, or who fail to report or, where appropriate, remedy such situations, may be 
subject to disciplinary action, up to and including termination of employment. 

All accidents that result in injury must be reported to the elected official/deparbnent 
head, regardless of how insignificant the injury may appear. The elected 
officialtdepartment head must report such accidents to the Auditor's office. Such report:; 
are necessary to comply with laws and to initiate insurance and worker's compensation 
procedures. 



5.2 EMERGENCES 

When an emergency occurs ~II the virorLplace of any County employee, the Board of 
Commissioners may close the workplace and employees will be reimbursed at their 
regu1a.r rate of pay. 

This emergency is intended to include snow storms, tornadoes, extreme heat or cold, 
electrical or mechanical failures, or other conchtion that could be of substantial theat to 
the health and well being of the employees. 

Employees who fail to report for work or leave their place of work becausc of the above 
described emergencies, without the authorization of the Board of Commissioners or their 
designated representative, wig not receive pay for the time lost. 

This policq does not apply to those positions in the Sheriffs Department, Jail and 
Highway Department who mi&t be expected to work during an emergency. 

5.3 USE OF COUNTY TELEPHOhXS. FAX ikb4CEENJZS AND COUhTTY 

Personal telephone calls should be limzted in kequency and duration. Employees should 
use discretion Fn using County telephones when making local personal calls. Personal 
use of telephones for long-distance and toll calls is not permitted, except for emergencies. 
Employees shall reimburse the County for all long-distance/toll calls. 

To ensure effective telephone communications, employees should always use the 
approved peeting and speak in a courteous and professional manner. 

The mail systzm is reserved for business purposes only. Employees should refrain fiom 
sending or receiving personal mail at the workplace. 

-4 fax maclme is reserved for business purposes only. Employees should refrain from 
sendmg or receiving pzrsonal mail at the workplace. 



5.4 USE OF COUNTY COMPUTER. INTERNET -4ND E-hTXE 

Computers, computer files, the E-mail system, and software are County property 
intended for business use. Employees should not use a password, access a file or retneve 
any stored communication without authorization. To ensure compliance with t h s  policy, 
computer and E-mail use may be monitored. 

The County strives to maintain a worhplace that is free of harassment and sensitive to the 
diversity of its employees. Therefore, the County prohibits the use of computers and the: 
E-mail system in ways that are disruptive, offensive to others, or harmful to morale. 

For example, the display or transmission of sexually explicit images, messages and 
cartoons is not allowed. Other such misuse includes, but is not limited to, ethnic slurs, 
racial comments, jokes, or mythrag that may be construed as harassment or showing 
disrespect for others. 

E-mail may not be used to solicit others for commercial ventures, religious or political 
causes, outside organizations or other non-Counts' business matters. 

The County purchases and Licenses the use of various computer software for business 
purposes and does not own the copyright to this software or its relared documentation, 
Unless authorized by .the software developer, the County does not have the right to 
reproduce such software for use on more than one computer. 

Employees may only use sofbvare on local area networks or on multiple machines 
according to software license agreements. The County prohibits the illegal duplication elf 
software and its related documentation. 

Employees should immediately report violations to their elected officiaUdepartment 
head, the Information Systems Service D~partment or any member of management. 
Employees who violate t h i s  policy will be subject to disciplinary action, up to and 
including termination. 

5.5 USE OF EOLWMENT AND VEHICLES 

County equipment and vebcles essential in accomplishing job duties are expensive and 
may be difficult to replace. When using County property, including telephones, 
employees are expected to exercise care, perform required maintenance, and follow all 
operating instructions, safety standards, and ,gidelines. 

Employees should promptly notif$ the elected officiaUdepartment head of any 
equipment, machines, tools, or vehicles that appear to be damaged, defective, or in need 
of repair. Prompt reporting could prevent deterioration of equipment and possible injur)~ 
to employees or others. The elected official/depa-tment head can answer any questions 



about an employee's responsibiliv for maintenmce and care of equipment or vehicles 
used on the job. Employees operating County vehicles shall malntain the ability to 
legally operate assigned vehcles. 

Vehicles owned, leased or rented by the County may not be used for personal use without 
prior approval and shall not be dnven out of mami County, unless they are being used 
for official County business, andlor the special exc~ptions requiring authorization by the 
appropriate County authority. 

Improper, careless, negligent, destructive, or unsafe use of operation of equipment or 
vehicles, as well as excessive or avoidable trzffic and parking violations, may result in 
disciplinary action, including discharge. 

In keeping with the County's intent to provide a safe and healthful work environment, the 
use of any tobacco products in County buildmgs is prohibited. The use of tobacco 
products is permitted in an area designated by the property manager. Tnis policy apphes 
equally to all Elected OfficialsDepartment Heads, employees and visitors. No smokrng 
signs are posted in County facilities. 

, - 6. PERSONAL CONDUCT 

Employees are expected to maintain hgh standards of personal appearance, conduct, 
cooperation, efficiency and economy in their work. All employees snould attempt to 
correct any faults in their performance, whch are called to their attention and should 
avoid any behavior, wkch  confhcts with County policies. 

6.2 ATTENDANCE -4ND PUNCTUALITY 

To maintain a safe and productive work environment, the County expects employees ro 
be reliable and to be punctual in reporting for scheduled work. Absenteeism and 
tardiness place a burden on other employees and on the County. In the rare instance 
when an employee cannot avoid being late to work or is unable to work as scheduled, 
he/she should n o t i e  the elected official/departrnent head as soon as possible in advance 
of the anticipated tardiness or absence. Poor attendance and excessive tardiness are 
dismptive. Either may lead to disciplinary action, including termination of employment. 



Dress, grooming, and personal cleanliness standards contribute ro the morale of all 
employees and affect the business image presented to visitors. D e g  business hours, 
employees are expected to present a clean and neat appearance and to dress accorhg  tc 
the requirements of their positions. Employees who appear for work inappropriately 
dressed will be sent home and directed to return to work in proper attire. Under such 
circumstances, employees will not be compensated for the time away from work. 

Consult your elected off~cialldepartment head if you have questions regarding what 
constitutes appropriate attire. 

6.4 COMMISSION OF A FELONY OR LTNLAWFLTL ACT 

A prospective employee's conviction of a felony is a factor that will be considered 
adversely in the employment decision, although it will not be an automatic 
disqualification. The failure of an employee to List such a conviction upon his or her 
employee application will subject that employee to immediate dismissal. 

Any employee found ,4lilty of a felony on or after the date of the employment app1icatio.n 
mav be subiect to immediate dismissal. An employee charged with a felony or found 
participating in felonious activity, either during work hours or while off duty, wi].] be 
subject to lezve of absence from work until a court of law establishes innocence or guilt. 
.hi employee found guilty of a misdemeanor on or after the date o f  the employment 
application may be subject to suspension or discharge, inciuding not being legally 
qualified to operate assigned vehicles or equipment. Misdemeanors that involve 
vehclesiproperty, or in which the related behavior reflects poorly on the employee and/c:r 
the County, will be treated similarly. 

Employees are encouraged to maintain good relations with suppliers and others with 
whom the County conducts business. However, the practice of accepting gifts and or 
gatxities may be contrary to the public interest. Employees shall not accept 
unreasonable gifts or gratuities from firms, organizations, agents, or other indviduals 
who M s h  or propose to furnish materials, goods, or services to the County. 

6.6 BUSINESS ETHICS/CONFLICT OF LhTEREST 

The County r e c o ~ z e s  and respects the rights of individual employees to engage in 
activities outside the organization that do not in m y  way conflict with, or reflect poorl>l, 
on the County. A County employee who knowingly or intentionally obtains a pecuniary 
interest in or derives a profit from a con-tract or purchase co~lnected with an action by the 



County commits a Class D fdony, unless a financial chsclosure form is approved in 
advance and filed as required by Inhana Code 3 5-44- 1-3. 

The County also recopizes its right and obligation to determine when an employee's 
activities present a conflict of interest with the County and to take whatever action is 
necessary to resolve the situation, including, but not limited to, terminating emplopent. 
This policy applies to all employees, as well as to foriner employees, where applicable. 

Employees having a substantial financial interest in a company/corporation dat  m&t 
benefit from conducting business with the County must file a confhct of interest 
statement with the County Clerk and County Audi~or. If deemed by an authoritative 
official to be in the best interest of the County, those employees shall either divest 
themselves of such interest or be discharged from County employment. 

6.7 ON TBE JOB POLITICAL ACTMTY 

County employees are prohibited from using their County position and/or time during 
w o r h g  hours to assist in political campaigns or otherwise engage in political activity. 
No employees paid partially or wholly from Federal Funds are eligible to run for office in 

. apartisanelection. 

6.8 :- DEADLY WEAPONS FORBIDDEN 

?Deadly weapon" has the d e h t i o n  provided by Section 35-4 1 - 1-8 of the h&ar;a Code. 
s o  person shall possess a deadly weapon in any Miami County Government b $ h g  
and/or upon the property immediately surroundrng such b u i l h g  without having received 
written permission from the Miami County Shenrff. 

Any person who enters any Miami County Government building or the parcels of 
property contiguous thereto, consents to a search of their person, possessions or files, by 
metal detector or other reasonable means. A person waives any and all claims that they 
may have to be free from search andlor seizure for a deadly weapon by entefig or 
attempting to enter upon the real estate of the Miami County Government, 

Any person, in lieu of subjecting themselves to a search by the Miami County Sheriff or 
representative of the Sheriff, or any metal detection device, may immediately leave the 
premises of the Miami County Government. 

The Miami County Sheriff, or any of h s  deputies, shall establish reasonable procedures 
to carry out the terms and conditions of this policy. 

The Miami County Sheriff andior any law enforcement officers, may detain my person 



they have reason to believe possess a deadly v~eapon in violation of this policy, for a 
sufficient amount of time to obtain the proper name, address, date of birth, social secul?.r), 
number andior to seize such deadly weapon. 

In addition to the penalties provided by ordinance, any employee who violates t h s  policy 
may be subject to disciphary action, up to and including termination. 

The County wishes to maintain a work environment that is free of illegal drugs, alcohol, 
firearms, explosives, or other improper materials. To this end, the County prohibits the 
control, possession, transfer, sale or use of such materials on its premises. The County 
requires the cooperation of all employees in administering tlvs policy. 

Desks, lockers, and other storage devices may be provided for the cons~enience of 
employees, but remain the sole propem of the County. Accordmgly, they, as well as an.1 

articles found within them, can be inspected by any agent or representative of the count). 
at any time, either with or without prior notice. 

6.10 COMPUTER SOFTM7_4RE LICENSING POLICY 
It is the County's policy that software licensed by the County should not be duplicated o~ 
used in any manner inconsistent with the County's rights and the vendor's right as 
specified in licensing agreement. 

No licensed software may be installed on a Miami County computer that has not been 
validated by the County, and/or is not properly Licensed to the County or end-user. 

The County purchases or licenses computer software from a variety of outside computer 
companies. The County does not own the copyright to this s o h a r e ,  and unless 
authorized by the softwar:: developer or software license, does not have the right to 
reproduce it or install it on more than one(1) computer. 

With regard to the use of software on local area networks (LANs) where the License 
allows use on multiple computers, the County shal! deploy the software, and the 
County's employees will use the software only in accordance with the license age, Pment. 

County employees who make, acquire or use unauthorized copies of computer softvl.are 
are violating federal copyright law and are subject to disciplinary action, up to and 
including termination. 



Employees shall consult with their elected official'deparhnent head before releasing 
infomation, which is confidential or privileged by law. It is a violation of state law for a 
public servant to knowingly or intentionally disciose information classified as 
coddential. 

6.12 SOLICITATION AND DISTRIBUTION 

This policy is designed to protect the interests of the citizens of Miami County by 
ensuring that only official CounQ business is transacted in work areas during employees' 
work time. This section shall include the promotion of religious beliefs or religtous 
materials by employees or non-employees during work hours in the workplace. 

There shall be no solicitation or distribution by employees or non-employees during 
work time in the workplace. m s  section does not apply to vendors and or charitj 
o rgha t ions  that have received the approval of the Board of County Commissioners. 

Employees shall not solicit other employees or non-employees during work time. 

6.13 DISCTPLLW, G D V A N C E ,  AW SEPARATION 

The Board of Commissioners of l a m i  County recogmzes the need for a standard policy 
r ega rhg  employee discipline. The poiicy set forth describes the County's general 
guidelines concerning disciplme. This section is not intended to form a contract between 
the County and its employees, because each dsciplinary situation involves unique 
circumstances. While thz County's goal is to administer discipline uniformly and 
indiscriminately, the County reserves the right to consider each individual's 
circumstances, work record, and any other appropriate factor in determining appropriate 
Gscipline. The application of discipline in such a fashion wiIl preclude the selective 
enforcement of County employment policy. 

6.1 3.1 PRBGRESSHTrE DISCIPLINE 

Disciplinary action wLU generally be applied progressively except when, in the opinion of 
the County, the violation is serious enou&h to require more immediate action. The Steps 
of progression will be: 

a. Oral Reprimand - Documented for employee's B e  
b. Written Reprimand - Documented for employee's file 
c. Three Day Suspension Without Pay - Documented for employee's file 



d. Discharge - Documented for employee's file 

Applied in this manner, employees will be advised about .their performance, how and 
where it needs improvement, and what the consequences will be if no remehal actlon is 
taken. 

6.13.2 EVALUATION PERIOD 

Employees within their evaluation period may be transferred or discharged at any time. 
The evaluation period is specifically designed to monitor and evaluate performance, 
progress, and aptitude for the job. Employee evaluation should be used to chart the 
employee's progress and shared with m e r  to demonstrate this. Each evaluation can 
be compared with pervious ones to see where improvement or regression has occurred. 
Termination for non-performance is facilitated considerably through the effective use of 
the evaluation. 
Finally, the annual performance review can and should be employed as a guidance and 
counseling tool. Employees can be advised about their strengths and weaknesses and 
thus given the opportunity to maintain their proficiencies and work on their deficiencies. 

6.13.3 OTEER CONDUCT VIOLATIONS 

Other conduct violations warranting immediate suspension pending investigation 
include: 

a. Misuse or theft of County materialsiproperty; 
b. Willfully falsifylug reports/records; 
c. Commission of or alleged commission of felonious acts; 
d. Certain misdemeanor violations, especially those that occur during work hour:; 

on County property or that involve County vehicles, 

Disciplinary action may result from conduct other than that outhed herein. Common 
sense hctates what represents unacceptable or deficient job performance and/or behavior. 
Disciplinary measures and/or dismissal will also be applied for conduct including but no1 
limited to: 

a. Excessive absenteeism; 
b. Insub ordination; 
c. Failure to otherwise perform prescribed duties; 
d. Gross misconduct. 



6.14 DEMOTION AND SEPARATION 

I. DEMOTION DLm, TO INAPPROPRL4TE PLACEMENT 

Employee demotion, that is reassignment to a lower classified *and paying 
position, may or may not reflect disciplinary proceeding. There are occasions 
when an employee is inappropriately placed upon employment and, through no 
fault of bs/her own, is unable to perform the duties as assigned. Ths employee 
will be reassigned or demoted if a suitable opening is available and if it can be 
sxpected that he/she will be able to perform the duties incumbent to the new 
position. 

11. DEMOTION/DISCrPLTNARY CONDUCT 

Demotion can also result from persistent noncompliance with personnel policy 
and standards of accepted conduct. This would represent disciphary action of a 
severe nature, and thus would only be taken after adequate notice had been 
provided the employee regard-cng deficiencies, there has been continued 
noncompliance, and there seems no alternative left short of discharge. 

Even then, demotion will only be the selected course of action if it can be 
determined and demonstrated that performance mill improve in the new position. 

Organizational change also may make reassignment and/or demotion necessary 
If employee's position has been abolished and/or reclassified, every attempt 
will be made to reassiw or transfer this employee to a similar classification at 
comparable pay. 1f lateral transfer is not possible due to lack of suitable available 
openings, reassi-ment to a lesser job will be offered the employee. 

IV. REMOV-&/SUSPENSION 
Removal from the job may come in the form of suspension. Suspension is almost 
always without pay although there are occasions that warrant suspension with 
pay(typically the pay is retroactive to the date of suspension in cases where a 
hearing clears the affected employee of any wrongdoing). 

Suspension is a temporary proceedkg that is generally only observed for one or 
two reasons: 

1. As the final disciplinary step before &smissal; 
2. Until resolution of a pending legal or adrrrrmstrative procedure. h the 



former instance, employees are provided more than sufficient notice 
before suspension occurs. 

In the second circumstance, the suspension can come without pre~~ious warmng. 
This suspension is usually associated with infractions or alleged infractions of a 
serious enough nature to require discontinued presence on the job until resolution. 

When a decision is reached in the legal or admirustratisre hear;ng, the employee 
will either be reinstated or permanently removed. 

7. PROBLEM RESOLUTION 

Any County employee who feels a job action was unfairly taken agalnst M e r ,  or who 
feels otherwise agpeved,  shall have the right to submit this matter to management for 
hearing and resolution. The County has the right as an employer, to make decisions 
surrounding employment practices; and these decision affect those who are employed by 
the County; This is not to say that management makes 100% error-free decisions. Thus, 
a grievance procedure is hereby established. T h s  procedure provides the employee a 
vehcle to insure that job actions me not arbitrarily and selectively applied. The 
procedure creates no implied conkact between the County and its employees which 
requires the County to follow the policy in every case. Like all policies contained in this 
document, it is set forth as a ,~de l ine  and not as a binding procedure. The County 
reserves the right to modlfy the policy to address employee's indvidual circumstances. 

7.1 PROBLEM RESOLUTION FOR NON-COLRT EMPLOITES 

The following procedures provide for opm hsc~ss ioo  and speedy resolution of issues of 
serious concern to any employee who thinks the County's policies have been violated, or 
who believes that he/she has been treated unfairly. A "complaint" is an employee's 
expressed dissatisfaction with what the employee believes, rightly or wrongly, to be 
unfair treatment or a mistake in the administration of a rule, plan, or Corn9 policy. 

A complaint should be heard and resolved at the lowest organizational level. An 
employee has the following steps available to resolve complaints: 

STEP 1 : Elected OfficiaUDepartment Head(Ora1 Complaint) 

An employee should first discuss a complaint with the elected 
officiaUdepartment head. The employee should schedule a time to discuss 
the situation with the elected officiaUdepartrnent head and every effort 
should be expended to resolve the issue satisfactorily at the meeting. 



STEP 2 :  Elected OfficiaDepartment Headwrit ten Complaint) 

If a complaint cannot be solvzd satisfactorily by the employee and elected 
officialidepartment head through discussion, or if the decision is not 
satisfactory to the employee, the emp:oyee may submit the complaint in 
writing. The employee may take or send the writtsn complaint to thc. 
elected officiaUdepartrnent head. Elected officialsldepartment heads are 
encouraged to give a written response to the complaint within five(5) 
days. 

STEP 3: Elected OfficialDepartment Head 

If a satisfactory solution is not reached, the elected official/deparhnent 
head having hngterminat ion responsibility for the employee, will make 
a decision. 

STEP 4: County Commissioners 

When a complaint involves an elected officiddepartment head, a written 
complaint detaihg their alleged employment violation may be directed to 
the County Commissioners for investigation. The Commissioners will 
take appropriate action as deemed necessary, includjng retaining 
independent professionals to assist in assessing the allegation. 

7.2 CASES LWOLh'ING EOUAL EMPLOYMENT OPPORTLNITY, 
~ m R W T T V E  ACTION, OR O C C ~ T I O N A L  SAFETY An9 ElE-4LTH ACT 
S T - W A R D S  

Any grievances involving federal regulations under Equal Employment Opportunity, 
Affkmative Action, or Occupational Safety and Health Act standards, shall follow the 

four-stsp grievance procedure with the following exception(s). 

,4fter a grievance has been filed, the supemisor of the aggieved employee will make a 
writren record of the grievance and file it with the County Board of commissioners. 

h any event, all County employees have the right to present matters about which they 



feel aggrieved for consideration and resolution. Further, no employee need fear reprisal 
in any form for filing any grievance. Any evidence that supervisory personnel are 
engaged in any lund of reprisal activity will result in severe disciplmary action. 

The policies and procedures contained in -this handbook are subject to all applicable 
federal and state laws, County of Miami, Indiana rules and regulations, and shall be 
interpreted wherever possible SO as to comply fully with such laws, provisions or any 
judicial interpretations. If an article or section of b s  handbook shall be held invalid by 
operation of law or tribunal or competent jurisdiction, or compliance with or enforcement 
of any article or section of this handbook shall be restrained by such tribunal, the 
remainder of this and any amendments thereto shall not be affected and shall remain in 
full force and effect. The County of Miami, Indiana reserves the right to delete, rnohfy, 
or amend the policies contained herein or allocate new policies as needed. 



EMPLOYEE ACKNOM'LEDGMENT FORM 

The Miami County Employee handbook("Handboo1c") describes important information 
about employment with Miami County, and I understand that I should consult the elected 
officialldepartment head or Auditors office regarding any questions not answered In the 
Handbook. 

Since the information: policies, and benefits described here are necessarily subject to 
change, I acknowledge that revisions to the handbooli may occur. All such changes will 
be communicated through official notices: and I understand that revised information may 
supersede, modify or eliminate existing policies. Only the Board of County 
Commissioners has the ability to adopt any revisions to the policies in t h s  Handbook. 
Although we believe the descriptive materials contained in this handbook are accurate, 
some, like insurance, are only summaries. Any discrepancies between these summanes 
and the terms of the actual plans will be governed by the terms of the underlymg, more 
detailed policies and procedures. Any questions regarding summaries, their underlvng 
policies and procedures and any discrepancies between them should be directed to the 
Auditors office. 

Furthermore, I acknowledge that this Handbook is not a contract of employment. 1 
acknowledge that I have received the Handbook, and I understand that it is my 
responsibility to read and comply with the stated policies and any subsequent revisions. 

EMPL 0 YEE 'S SIGhTA TURE DATE 

EMPLOYEE'S NAME(typed orprirzted) 



APPENDIX 

A. Request for FamilyMedical Leave 
B. Certification of Health Care Provider 
C. Farnilyhledical Leave Policy - Recertification of Medical Conditions 

D. Your Rzghts Under the Family and Medical Leave Act of 1993 and the 
State of Indiana's Familybledical Lsave Policy 



( A p p e n d i x  A) 

Employer Response to Employee 
Re ques t  for Family or  Medical Leave 
(Optional Use F o m  - See 29 CFR § 825.301) 

[Fami ly  a n d  Medical Leave  Ac t  of 1993) 

U.S. Department of Labor 
Employment S tandards  Administration 
Wage  and Hour Division 

- -- - 

OMB NO. : 1215-0181 
Date: Expires : 08-31 -07 

I (Employee's Name) 

From: 
(Name of  Appropriate Employer Representative) 

S u b j e c t :  REQUEST FOR FAMlLYlMEDlCAL LEAVE 

I O n  
, you notified u s  of your need  to take  famiiylmndica! leave due  to: 

(Date) 
I 

I T h e  birth of a child, or the placement of a child with you for adoption or  foster care; or I 
I A serious health condition that makes  you unable to perform the essent ial  functions for your job: or I 

A serious health condition affecting your spouse ,  child, parent, for which you a re  needed  to 
provide care. 

You notified u s  that you need this leave beginning on and  that you expect 
(Date) 

l eave  to continue until on or about 
(3 ate) 

Except  a s  explained below, you have  a right under t he  FMM for up to 12 weeks  of unpaid leave in a 12-month 
period for the reasons listed above. Also, your health benefits must be  maintained during any period of unpaid 
leave  under  the s a m e  conditions as if you continued to work, and you mus t  be reinsrated to the s a m e  or  an  
equivalent job with t he  s a m e  pay, benefits, and terms and  conditions of employment on your return from leave. If 
you  do not return to work following FMLA leave for a reason other than: (1) t h e  ccntinuation, recurrence, or onset 
of a ser ious health condition which would entitle you to  FMLA leave; or (2) other circumstances beyond your 
control, you may b e  required to reimburse us for our s h a r e  of health insurance premiums paid on your behalf during 
your  FMLA leave. 

I This  is to  inf0I-R you that: (check appropriate boxa; explain where indicated) I 
( 1. You a r e  eligible not eligible for leave under the FMLA. I 

2. The  requested leave will [3 will not be counted against your annual  FMLA leave entitlement. I 
3. You will will not b e  required to furnish medical certification of a ser ious health condition. If required, 

you must  furnish certification by (insert date) (must b e  a t  least  15 days  
after you a re  notified of this requirement), or  we may delay the commencement  of your leave until the certification 
is submitted. 

4. You may elect to substitute accrued paid leave for unpaid FMLA leave. W e  will will not require that 
you substitute accrued paid leave for unpaid FlvllA leave. If paid leave will b e  used,  the following conditions will 
a p p 1 y : (Explain) 



5 .  (a) I f  you normally pay a portion of the premiums for your health insurance, these payments will continue during 
the period of FMLA leave. Arrangements for payment have been discussed with you, and it is agreed that 
you will make premium payments as  follows: (Set forth dates, e.g., the 70th of each month, orpayperiods, 
etc, that specifically cover the agreement with ihe employee.) 

(b) You have a minimum 30-day (or, indicate longerperiod, ifapplicable) grace period in which to make premiuni 
payments. If payment is not made timely, your group health insurance may be cancelled, provided we notify 
you in writing at least 15  days before the date that your health coverage will lapse, or, at our option, we may 
pay your share of the premiums during FMLA leave, and recover these paymenrs from you upon your return 
to work. We will 17 will not pay your share of health insurance premiums while you are on leave. 

(c) We will will not do the same with other benefits (e.g., life insurance, disability insurance, etc.) 
while you are on FNlIA leave. If we do pay your premiums for other benefits, when you return from leave yoc 
17 will 17 will not be expected to reimburse us for the payments made on your behalf. 

6. You will will not be required to present a fitness-for-duty certificate prior to being restored to 
employment. If such certification is required but not received, your return to work may be delayed until 
certification is provided. 

- 

7. (a) You are 17 are not a "key employee" a s  described in 5 825.217 of the FMLA regulations. If  you are a 
"key employee:" restoration to employment may be denied following FMLA leave on the grounds that such 
restoration will cause substantial and grievous economic injury to us as discussed in 5 825.218. 

(b) We -0 have have not determined that restoring you to employment at the conclusion of FMLA leave 
will cause substantial and grievous economic harm to us. (Explain (a) andlor (b) below. See 5825.279 of 
the FMLA regulations.) 

8. While on leave, you will will not be required to fumish us with periodic reports every 
(indicate interval of periodic reports, a s  appropriate far the particular leave situation) 

of your status and intent to return to work (see 5 825.309 of the FMLA regulations). If the circumstances of 
your leave chan e and ou are able to return to work earlier than the date indicated on the reverse side of 
this form, you d w I  d w i l l  not be required to notify us at least two work days prior to the date you 
intend to report to work. 

- 

9. You n will will not be required to fumish recertification relating to a serious health condition. (Explain 
below. if necessary, including the interval between certifications as  prescribed in 6825.308 of the FMLA 
regulations.) 

- 
This optional use form may be used to satisfy mandatory employer requirements to provide employees taking FMLA leave with Written notice 
detailing specffic expectations and obl~gatlons of the employee and explaining any consequences of a failure to meet these obligations. 
(29 CFR 825.301 (b).) 

Note: Persons are not required to respond to this collection of information unless it displays a currently valid OMB control number. 
- 

Public Burden Statement 

We estimate that It will take an average of 5 minutes to complete this collection of information, including the time for reviewing instructions. 
searching existlng data sources, gathering and maintaining the data needed, and completing and reviewing the coliection of information. If you 
have any comments regarding this burden estimate or any other aspect of this collection of information, including suggestions for reducing 
this burden. send them to the Administrator, Wage and Hour Division, Department of Labor, Room 53502.200 Constitution Avenue, N.W., 
Washington. D.C. 2021 0. 

DO NOT SEND THE COMPLETED FORM TO THE OFFICE SFIOWN ABOVE. 



- - - - .A. .LCL U J  . 
"=, Lllr-rlun DT nealtn Care Provider U.S. Department ofLabor 
tiarnily and Medical Leave Act of 1993)- Snployment Standards Administration 

' 
- Wage and Hour Divlsion . , 

( q )  '. Q). (3) (4) (5) (6) , or None ofthe above 

4. Describe the medical facts which support your certification, including e brieistetement as to how the rnedical%cts meet 
. the criteriaaf one oithese categories: 

Vhsn cornpieled, this form goes to fhe employee, Nof f~ the Depsrrtment ofLabor,) 

5. 2. Statethe approximate date the c~ndition commenced, and the probabie duraGon of the condition (and also the 

OMB ko.: 12?50181 
Expires: 07131/04 

. probable duration of the patient's present incapacity2 if different): P 

_ _ _ _ A _ . - -  

-- 

b. Will it be necessary forthe ernploiee to  take work only intennittentty orto wwk on a Pess than full scheduie as a 
result ~f the ~ondiiion (including fortreatment described in Item 6 below)? 

7 .  Employee's Name 

If yes, give the probable duration: 

2. Patienfs Name (lidifierentirom employee) 

c. If the condition Is a chronIc cond i t i~n  (condition #4) or pregnzncy, state whethwthe patient is presently inmpacitated2 
and the likely duration and frequency of episodes of incapacity2: 

3. Page 4 dwcribes what is meant by a "serious health condition" underthe Family and Medical Leave .Act. Dogs ?he 
patient's condition1 qualify under any of the categories described? If so, please cheA the applixibIe.categot-y. 

1 H e r e  and elsewhere on this form, the lnf~rmation sought relates only to t?e condition forwhich the employee is taking FMLA leave. 

2 "lncapacitflbr purposes of FMLq is defined to mean inebiEyto work, attend school or perform other regular daily activities due t6 the seribus healh 
condibbn, ha tmen t  therefor, ormwery therefrom. 
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. - 
o. a rt additional treatments will b e  requirsd for the condition, provide an estimate of the probable number oisuch treatrrle&. 

lithe ~atjentwill be absent from work o r  other daily activities bemuse of treatment on an interr?ittent or part-time 
basis, also provide an estimate of t h e  probable number of and interval between such treatments, actual or eshmated 
dates of treatment if known, and period required for ncovery if any: 

b. If any ofihese treatments wiii be provided by another provider of ke;hLk services (e.g., physical therapist), piease 
state the nature of the treatrnsnts: 

c. If a regimen of continuing treatment by the patient is required underyour supervision, provide a general dascripfior of 
such regimsn (e-g,, prescription drugs, physical therapy requiring special equipment): 

- - - -  - - 

7. a. I f  medical leave is required i ~ r  the employee's absence from W[B& &cause oithe empiayeels own condition 
(inciuding absences due to pregnancy or a chronic condition), is the empl~yee tanable to  pePiDrm work of any kind? 

. . . .  

b- If able to perform some work is the  employee unable to p e S ~ m  any one or more criihe essenfia! fundims of the 
. emgkoyee's job (the employee o r t h e  employer should supply you with information about the essential job functions)? 

tf yes, please list the essential functions the employee is unable to periom: 

c.  If neither a.nor b. applies, is it necessaryfoithe employee to be . absent . from work for trebment? 



8. a. if leave 1s required to care for'a family member 3fthe employee with a serious health condition, does the patient 
require assisiance for basic medic31 or personal needs  or safety, or tor transportation? 

h If no, would the employee's presence to provide psychological comfort be beneficial to the patient or assist in ihe 
patienfs recovery? 

c. lithepaiient will n e d  care only intermittently or on a part-time basis, plsase indicate the probable du ra t l~n  of this need: 

S i g n a t u ~  of Health Care Provider Type of Practice 

- Address . .  ' Telephone Number 

Date 

To be complete; by i h s  employee needing famiiy Ieme to care for a famity member: 

State the care you wiil provide and an estimate cdtheperi~d during which care will be provided, including a s c h ~ d u l e  if leaveis 
to be taken intermittently or if it will be necessaryfor you to work less tran a full schedule: 

Employee Signarure date 



- . . ,vua nealtn ~ ;ona l t l on"  mDans a n  illnass, injury impairment, or physical or mental' condition that involves one of the 
following: . .  . . 

I .  Hosoital Care 

Inpatient care ( i e i a n  overnight s tay)  in a hnspital, hoSpi~B, or rsitisntial m e d i a l  care faciiity, including e$ period of' 
incapacity2 or subse'qusnt treatment in connection with or co~seque r i t  Id such-inqatjcnt care. 

(a) A period of incapacity2 oi.mor-e theh  t h r e e  c~hsecuf'lve =!=ndar deys (including any subsequent treatmsnt or 
period of incapacity2 relating to the sane condition), thai also involves: . . 

- 
(I) Tre~krnent~ two c r  rnw-e times by a hea!th =re provider, by a nurse or physjcian's assistant under direci 

superv~sion of a hea l thcare  provider, o r  by E provider of health cars  services (~ .g . ,  physical the~pis i )  
under orders of, or on r e f m a ;  by, B health care provider; or 

( 2 )  Treatment by a health =re provider on at !east one occzsi.on which resu!ts in a regimen of continuing . 
. t r ~ a t m e n t ~  under the supervision of the h a a h  cara pr~vider .  

3, Przanancy 

h y  period of incapacity cius to pregnancy, or for p-dnatqt =re. 

4. Chronic Condinons ReauirinuTr~:aDn~?nts 

A chronic c ~ n d l t i o n  which: 

( 7 )  RequGes pe.icdicvislts fortreatment by a health care provider, or by a nurse or physician's zssistant undsr 
direct supervision o f 3  Iiealth care  provide<. ' - 

(2 )  Continues over an o,xtsndecf period criiime.(induding recurring episodes of a single undeAying condition); 
and 

(3) May cause episodic ratherthan a continuing period ~fincapacity? je-g., asthma, diabetes, epilepsy, etc.). 

. . 
A period of inczpacity2 which is pemenent or long-tern due to a condition forwhich b a t m s n t m a y  no: be effec.tive i'he 
employee orfamily member must be unde r  the con'9nuing supervision of, b& necc: fio: be r e ~ i v i n g  actbe 3eZmisri: 
by: n ipezkh czre proylde~. Examples include Alzheimeis, a severe stroke, c r the  termlnat stages of a disease 

Any period of sbsence to receive rnultip\k treair-ne~i.~ (induding 2ny period of remvery therefrom) by a hesIth E r e  
provider or  by a provider of heakh care services under orders of, o r  on rsfarral by, a. health care provider, eitherfor 
r e s b r z t i v e  surgery a k r  an acciosnt or other injury, or b r  a condition that would like$ resuit in e period of !ncipzci~z 
of more khan three consecutive calendar days in the absence of medlcai Intervention or treament, such 25 canc:er 
(chemothempy, radiation, etc.), severe anhritis (physicaltherapy), and kidney disease (dialysis). . ' 

. . 
This Dptionai form may be used by ernpioyees to s a t k s a  rnandat0W requirement to furnish i'rnedicai: c~rtification (when requested) 
a health a r e  provider, including semnc or third opirions and recertificati~n (29 CFR 625.306). . . 

Noie: Persons are not required to respond to this coiiedion of inf~rmation uniess it disphys z currentiy vaiid OMB contro! number. 

3,Treatment inciu+s examinations to. determine tf a serious heatth condition exist6 and emiuationsoft7e candition. Treatment does not inc!ude routine 
, physical examinations, eye examinations, or dental examinations. I .  

A ~girnen of continuing treatment inciudes, forexample,'a c=urss of prescripfion medicailon (e.g.,.an antibiotic) qr therapyrquiring special equipment 
resolve or aileviak tee tieam condition. Arsgirnen of treameni does not include the taking oi over-the-counter medications such as aspirin, : 

antlhlstamines, orsdves; or bed-rn* dnnhng fluids, exercise, and other similar activiti.% !hat can be initiated without a vislt &a healb c s ~  provider. 
- 

Public Burden statehekt 
We estimate that IiGll take an zvkrage of 10 minutes to complete this coliection of inforrnatlon, induding the time for rsviewing 
instructions, searching exisiing data sources, gsthering and maintaining t he  data needed; and completing m d  reviewing ::he 
co!lectlon ,of iniorrnation If you have  any comments regarding this burden -estimate or any other aspect of this c&::ecljon of 
iniorrnsticn,.including suggestions forreducing this burden, send  them tothe Administmior, Wage and Hour Didsion, Deparm!yjt 
of Labor, Room S-3502,200 Constitution Avenue, N.W, Washington, D.C. 20210 

DO NOT SEND THE COMPLETED FOEM TO TSiS OFFICE; IT GOES TO THE EMPLOYEE. - 



FAIXEYIMEDICAL LEAVE POLICY 

CONDITIONS 

Under the FamilyMedical Leave policy, ihe Elected OfficiaDepartment Head mzy . 

request recertificition's of medical conditions in fit following circm&stmce; and f o ~  fie 
reasons listed below: 

(a) If the reason for leave is pregnancy or a chronic condition, recertification. . 
can be rzqucsted for reason (I), (3) or (03, 

@) If the minimum duration of the period of incapacity speciEed on the 
certification furnished by the health care provider is more than 30 days, 
recertification can be requested for reasons (2), (3), (4) or (5). 

(c) If the leave has been taken intemittently or on a reduczd leave schedule 
,. , 

bases, recerk5~ation can be requested for reason @), (3). (4) or (5). 
id) In circuastmces not covered by (a), (b) or [c) recerti5cation can be . ~. 

requested for reason (I), (33, (4) or (5). 
. . 

Reasons for r'equested rec~rtificauon: 

(1) 30 days have elapsed since t k e  last certihcation md the request is in 
connection with an absence. 

(2) The m2&num duration of the period of incapacity specihd in a 
previously submi.ttzd certification has expired. 

-: (3) The employee requests and extension of leave.- 
(4) Ci-cumstances described by f i e  ~ r e v i o u  cerrificaiion habe changed 

si@cantly. 
(5) Management has Sonnation that costs doubt upon the conhuing validity 

of thPv certification. 
(6)  Minagenrent receivzs information that cast doubt upon fhs employee's 

sratsd reason for absence. 



[Appendix D] 

YOUR RIGHTS 
Lhder the 

FAMIL'I.''~uD MXDICAL LE-4VE ACT OF 1993 
md the 

ST-4TE OF lNDL4NA'S FAMILY/IdEDICAL LEAVE POLICY 

FMLA requires employers to ~ r o v i d e  up to 12 weeks of mpaid, job-protected leave f o ~  
certain f k Y  and medical reasons. 

=AS . ONS FOR TAKING LE-AYE: Unpaid ieave must be panted for any of the . 

following reasons: 
To care for the employee's child after birth, or placement for adoption of foster 

. care; 
To care f o ~  the employee's spouse, son or &ugh&, or parent who has a serious 
health condition; or 
For a serious health condition that makes the employee unable to perform the 
employee's job. 

-4t the employee's or the employer's option, certain kinds of paid. leave may be 
subsntuted for unpaid leave. 

-4DVANCE NOTICE AND MEDIC-47; CERTIFICATION: The employes may be 
required to provide advance leave notice and medical ceecat ion.  T&g of leave may 
be denied ifrequirements 3se not ner.  

The employee ordinarily must.provide 15 days advance .notice when the leave is 
. . 

"foreseeable". .. . 

e h m-ployer may require medical zzrtificanon to sirpport a request for lcave 
because of a serious health condition, and may require second or third options (at 
h e  employer's expense) and a fitness for duty to return to work 

. , 

JOB BENEFITS PROTECTION: 
For the duration of FMLA leave, the. employer must mainiain the employee's 
health coverage under any "group health plan". 
Upon return from FIXLA leave, most employees must be.restored to their ori*d 
or equivalent posinons with equivalent pay, benefits, and other emblo)ment 
terms. 

o The use of FhdL,-4 leave cannot result h the loss of any employment bsnefit that 
ac&d to the start of me~p loyee ' s  leave. 

UNLAWFUL ACTS BY EMPLOYERS: FML4 makes it unlawful for any employer to: 
- Interfere with, restrain, or dery the exercis? of any right provided undsr FI;ML-4 



Dischxrge or discriminate agarksr my perssn for opposrng my practice made 
udawhi by Rv!LLL4 or for i ~ o h r i m e ~ l t  in my proceeding under or reiazing to 
FMLA. 

ET.SEORCEMENT: 
The U.S. Depastment of Labor is a ~ t h o k e d  io investigate a d  rwolve c o r n p l ~ i n ~ s  
3f violations. 
An digibis enployee m2y bring a civil action agakst an e,mployer for viola5ons. 

FIvL4 does not affect any Fedsral or State law prohibiting discriminanon, or supersede 
and State or local law or union settlement which provides fireater fmiIy oi medical leave 
r i ~ h t 3 .  

?OR -4DDITIOW,kL IIJFOPLhL8,TION: Con~act the nearest o E c s  of the Wage and Flour 
Division, listed in most relephone directories mder U.S. Government Dqarbext  of 
Labor. 



Technology Usage Policy w 

Please read this policy carefully. I t  contains important Information about your 

responsibilities and rules you must follow once you are granted access to Miami Counk's 

computer and technology facilities. Your signature indicates that you understand the terms 

of this policy. A copy of the signed policy will be placed in your personnel file. 

Ln consideration for accessing and using the Miami County technology and 

communications equipment and services. including but not limited to computers, computer 

facilities., networks, Internet, Lntn.net or Extranet connections, telephones, facsimile machines, 

copy machines, typewriters, scanners; pocket computers, personal digital assistants, Palm-type 

devices, cell phones, pagers, voicemail: electronic mail, electronic mail, licensed or developed 

s o h a r e ,  software documentation or electronic data of any lund (hereafter referred to as 

 technol lo^"), I understand and agree to the following rules: 

1.  I shall use all Technology consistent with: 

a. this policy, 
b. the Miami County Personnel Policy, and 
c. all other policies of Miami County government. 

2. My voicemail and e-mail messazes will not contain conteni that may be reasonably 

considered offensive or disruptive to any employee. Offensive content would include but would 

not be limited to, sexual comments or images, racial slurs, gender-specific comments, or any 

comments that would offend someone on the basis of his or her age, sexual orientation, religious 

or political beliefs, national origin, or disability. 

3 .  I will be responsible for the content of all text, audio, or images I place or send ove1 

the Internet. I will attach my name to all messages communicated on the Internet. I will not 

transmit any messages using someone else's name, without his or her express consent, nor under 
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an assumed name. 

4. I understand that any voicemail and email sent or received using equipment provided 

by Miami County, and the data stored on such systems, are and remain at all times the property 

of Miami County. As such, all voicemail and e-mail messages created, sent, and received are and 

remain the property of Miami Counry. I have no right to privacy as to any information or file 

transmitted or stored through M i a m  County's computer systems, voicemail, electronic mail: or 

other Technology. 

5. I understand that computer passwords are confidential and should not be shared with 

or used by any other person, other than the Office Head. I will keep the Office Head advised of 

all sign-on passwords, screen saver passwords, and other passwords that may be needed to 

access computers or other Technology allocated for my use. At no time will I share or use 

another person's computer password, uniess expressly authorized by that person for limited, one- 

time use. 

6. I shali use care in protecting the Technology and the information contained on it from 

unauthorized access, misuse, theft, damage, destruction, modification or disclosure. At no time 

shall I access, or attempt to access, any Technology without having the express authority to do 

so. At no time shall I access, or attempt to access, any Technolog in a manner inconsistent with 

the approved method of system entry. A4t no time will I leave a workstation without first ensunns 

that I have properly secured the workstation from unauthorized access. 

7. I understand that all information and work product developed while on the job or 

while using counties facilities or resources will be the exclusive property of Miami County. 
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8. I will not copy, share, distribute, disclose, sublicense, modify, reverse-engineer or sell 

any software licensed, developed or being evaluated by Miami County unless I have received 

prior written approval from The Miami County Board of Commissioners to do so. .At all times I 

shall use care to protect and keep such software strictly confidential in accordance with the 

license or any other agreement by Miami County. 

9. I shall only use equipment or software owned, licensed or being evaluated by Miami 

County. I will not use personal or third-party equipment or software at Miami County facilities, 

nor use Miami County owned software on non-Miami County equipment, unless I have received 

prior written approval from The Miami County Board of Commissioners. 

10. I will not download any patches, updates, applications, screen savers, or other 

sofmrare products without prior approval from the Miami County Technology Supenrisor and 

Office Head. 1 understand that the Miami County Technology Supervisor must perform a virus 

scan on any softurare prior to installation. I understand that all sofmare used on count). 

computers will be procured properly throush the appropriate county procedures. 

11. I understand that I am strictly prohibited from using county provided technology for 

any and all of the following purposes: 

a. lTiewing, transmitting, retrieving or storing material that may in any way be 

considered obscene, pornographic or sexually explicit. 

b. Transmitting any messages containing derogatory, harassing or inflammatory 

remarks about an individual or goup 's  race: color, religion, national origin, age, 

disability, or other characteristic or attribute not related to their job performance. 

c. Transmitting any abusive, profane or offensive language. 

d. Transmitting any information which the employee knows or has reason to 

believe may be false, misleading or libelous. 

e. Sending or posting any chain letters, jokes, solicitations, or advertisements not 

directly related to some business purpose or activity. 



f. Using the County's e-mail system or Internet access for any political or 

religious causes or activities. 

o. Using the County's technology systems for any gambling related activity. - 
h. Using the County's e-mail system or Internet access for personal gain, 

including the solicitation of, or engagement in, any non-company business. 

i. Using the County's e-mail system or Internet access for any other purpose 

which is illegal, may damage the Coun&'s reputation or is otherwise contrary to 

the Counq's best interest. 

12. I understand that Miami County reserves the nsht to monitor use of all Intelenet or 

county-provided Technology including, but not lim~ted to. electronic mail. Internet and Intranet 

13. I understand that Internet and electronic mail messages are considered public 

communications, not private, and that most of my communications using the techno lo^^ may be 

subject to storage, retrieval, and disclosure under the Indiana Access to Public Records laws. 

14. I understand that the county may conduct unannounced internal audits of Technolog 

to monltor and assure compliance with county policies. 

15. If I am found in violation of this policy. I understand I may face disciplinaw actions 

including reprimand; suspension, termination of employment or criminal or civil prosecution if 

the act is a violation of law. 

16. I understand that this policy maybe modified to reflect any changes in county policy 

or procedures. 

EmployeeiiTser's name (printed) 

Employee/Dser.s signature 

Date signed: 
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AMENDED MlARlll COUNTY ORDINANCE NO. q-/ 9- 05 
ORDINANCE ESTABLISHING VACATION POLICY 

FOR ALL MIAMI COUNTY EMPLOYEES 

\?'HERE,4S, 1.C. 36-1 -3 entitled "Home Rule", grants local government units all powers 

necessal-y for effective operations of local goveinmental affairs; and 

WHEREAS: Mianli Couilty Indiana has adopted a code of ordinances codifying all 

Mianli County Ordinances; and 

M'HEREAS, the Miami County additionally adopted a personnel p o l i q ~  handbook on 

Decembei- 30, 1999 establishing a vacation policy; and 

\?!HEREAS, it is now necessary to aineild the Miami County Code of Ordinances, Title 

3, Chapter 3, Section 1, entitled Vacation Benefits, and Miami C;ounty personnel pollcy 

llandbook section 3.1 entitled vacation benefits, to enable the Miami County Code of Ordinances 

and Miami County Personnel Policy Handbook to be in complete coordination. 

NOW TEEREFORE, be it ordained and ordered by the Board of Commissioners of 

Miami County as follows; 

The Miami County Code of Ordinances, Titled 3 -4dministration, Chapter 32, County 

Employees Section 03, and Miami County personnel policy handbook section 4.1 entitled 

Vacation Benefits shall apply retr~acti\~ely to January 1, 2005 and shall no\&, read as follows: 

See (Exhibit A) attache6 hereto and made a part hereof 

Passed and Adopted by the Board of Commissioners of Miami County, Indiana 
C 

this f l  day of Sep~ember,  2005 on one reading with the rules being suspended by unanimous 

consent of all Miami County Commissioners as indicated by their signatures below. 

GARY H A A V L E Y ~  I/ 



- 
AMENDED MIAMI COUNTY ORIIINANCII NO. 1 jd2 1-05 

ORDINANCE ES'I'ALiI,ISIIING SICIC LEAVE AND PERSONAL DAY POLICY 

FOR ALL MIAMI COUNTY EMPLOYEES 

WIIEIZEAS, I.C. 36- 1-3 enlitletl "I-lon~e Rule", gsanls local government unils a1 I powe1.s 

11ecessai.y for effeclive opel.alions of local govemmenlal arfairs; and 

MrIIEREAS, Miami County Indiana Ins adopted a code o r  ordinances codifying all 

Miami County Ordinances; and 

WIIEREAS, the Miami Counly additionally adopted a personnel policy l~andbook on 

December 20, 1999 eslablisliing a sick leave and personal day policy; and 

MrIIEIZEAS, il is now necessal-y to amend llle Miami Cou~lly Cocle of 01-dinances, Title 

3, Chapter 32, Section 4,  enlilletl Sick Leave, Miaini County personnel policy llal~dbook section 

4.4 entitled sick leave policy ancl section 4.8 enti tled personal days, to enable the Miami County 

Code of Oidinances and Miami Counly I1ersonnel Policy I-Iandbook lo be in complele 

cool dination. 

NOW TIIEREI?ORE, be it ordained ant1 ordered by the Board of Commissioners of 

Miami County as follows: 

The Mialrii County Code of Ordinances, Title 3 Administration, Chaptel 32, County 

Elnployees Section 04 entitled Sick Leave Policy, and Miami County personnel policy hantlbook 

section 4.4 entitled Sick Leave Policy and section 4.2 entilled Pei.sona1 Days shall now read as 

follonls will1 al,plicat~on relroactive to January 1, 2005: 

See (Exhibi! A &.L U) atlached 11ei.eto and made a part hei-eof. 

Passed and Aclopled by the Board  cornmi missioners o r  Miami County, Indiana 

this day orNovember, 2005 on one 1.cadillg will, Llle I-ules being suspen~led by unallilnous 

consent of all Miami County Commissioners as dicated by 11-leir sig~alui'es below 



AMENI)ED MlAMl COUNTY ORDINANCE NO. 7-5-06 

ORDINANCE lCS'I'ABI,ISlI1NG IIBENTIFICATION 

FOR ALE MIAItll COUNTY ENfPI,OYEl<S 

WElKREAS, 1 C. 36-1-3 entilled "I-lome Rule", grants local government units all powers 

neczssary for effective operalions o r  local governmental afpurs; and 

WYIEREAS, Miami Coulily Indiana has adopted a code of ordinances codifying all 

h41an11 County Ordinances; and 

WIlEREAS, the Miami County additionally adopted a personnel policy l~andbooli 011 

December 20, 1999; and 

WIIEREAS, i t  is now necessary Lo amend the Miami Co~l111y Code of Ordinances, T ~ t l e  

3, Chapter 32, Section 11,  enlltled Itientificatioll, and Mlalni County personnel policy handbook 

section 3.1.3 entitled Identificnt~on, to enable tlie Miaini Co~rnty Code of Ordinances and Miami 

Col~nty l'ersonnel I'olicy Handbook to be in complete coordi~iation. 

NG'W TIiEXEFOTSL', be it ordained and 01-dered by the Board of Commiss~oners of 

M ~ a r n ~  County as follows; 

The Mian11 County Cotie of Ord~nances, Tilled 3 Adin~nistrat~on, Cliapler 32, County 

Employees Section I 1  and Miaml Cour~ty personnel policy l~andbook sect~on 3 1.3 ent~tled 

Identification shall no\v read as fo l l~ws:  

All Miami Coimty Employees working in the Miami County Courtliouse, The Co11rthouse 

Annex Builtling and all ot11e1- office pe~.sonnel on county payroll sllall be req11il.ed to wear al-~dlor- 

display identification cartls, for purposes of identification as provitled by Miami County. The 

identification cards provicied shall be wo111 andlor displayed at all times in wl~icli employees are 

working. Each employee is responsible for tlie identification card provitled to them and it shall 

be at the tliscretioii of tlie IVlian~i County Commissioners for tlie replaceinent cost for- any and all 

losl idenlifica~iun cal.cIs. Noncompliance shall be sul~jecl to tliscipline as per cou~ity policy. 

Passetl anrl Adopted by the Hoard of Commissioners oS Miaiili County, Illdiil~lii t h i s ~ J T h  

day of A ~ ~ g l ~ s l ,  2006 on one reading with Lhe rules being suspended by ~~nanimous consenl of  all 

lvl~anil C o ~ ~ n t y  Commissioners as indicated by tlieil 
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